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C FOREWORD

The national Business and Office Career Education Curriculum project

was funded for two years with Colorado State University by the Department

of Health, Education, and Welfare to produce career education curriculum

guides for middle and junior high schools. Other guides are being produced

for K-6 grades and the secondary and post-secondary programs. The project

monitor, representing the Department of Health, Education, and Welfare, is

James H. Wykle.

Drafts of three guides have been prepared for middle and junior high

schools: English Resource Guide, Math Resource Guide, and Social Studies

Resource Guide.

The purpose of the units in each of the guides is to supplement, enrich

and reinforce the usual classroom instruction in English, mathematics, and

social studies, and at the same time, introduce career education. Teachers

are urged to add and delete activities or make any adaptations in the various

units which will make them more effective in individual classrooms.

During the 1974-75 school year, the guides were made available to the

following test sites for limited dissemination: Fulton County Georgia;

Detroit, Michigan; East Detroit, Michigan; Western Michigan University,

Kalamazoo; New Orleans, Louisiana; Plainfield, New Jersey; San Diego, California;

Freemont, California; Sidney, Nebraska; Pueblo, Colorado; Cortez, Colorado;

and Fort Collins, Colorado.

These guides are under developmental copyright and shall not be reproduced

for dissemination. Certain units in the Social Studies Resource Guide are

used with permission of the Wall Street Journal and PantTon Press; and be-

cause they are copyrighted, they must not be reproduced.
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HOW TO USE THE BO-CEC UNITS

The units in the BO-CEC English Resource Guide are designed to

supplement, rather than replace, your regular instructional materials. The

activities in these units are therefore enrichment materials that you can

use as reinforcement exercises after you have taught your regular English

units. The features of the BO-CEC Resource Guides that you should keep in

mind are:

The resource units are to serve only as supplements to your regular
English units. The resource units were not designed to be the

rimar teaching device for the English or literature topics with
w lc they deal.

Each unit emphasizes an occupational setting (such as communications
industry, public service organizations, transportation industry, etc.)
and a specific occupation within that setting. The purpose of the

BO-CEC resource guides is to give students a chance to explore various
business and office occupations while gaining insight into how and why
a knowledge of English is important in everyday work life.

The resource units may be adapted to fit your special objectives.
Because the units were developed for nationwide distribution, individual
schools or school systems may need to modify the units to fit their

local needs and objectives. Thus, the units have been designed so

that activities may be added or deleted. Local business and office
teachers/coordinators can help you adapt any unit that does not meet

your objectives. They can also help you develop additional career-
related activities.

Units 1-12: "Writing" Units

The first 12 units in this guide deal with grammar and the mechanics

of writing, letter writing, and preparing outgoing mail. The content and

organization of these units are shown in Figure 1.

In all but one of the 12 writing units, the major activity is a job

simulation in which students perform tasks similar to those performed by

people in the business and office occupation being simulated. To complete

the simulation activities successfully, students must apply their knowledge

of the English topic with which the unit deals. Thus, students will begin

to realize that a knowledge of standard English and writing mechanics is

important to success in a work situation.

iv



ORGANIZATION OF WRITING UNITS

PURPOSE

The first page of each unit gives the purpose,
briefly describes the major activity of the unit, and
suggests procedures to be used in the major activity.
The major activity is generally a six-page job simulation
fn which students are called upon to apply their
English skills.

OPTIONAL ACTIVITIES
The next two or three pages describe optional
activities.

In most cases, one or more of the optional
activities will be accompanied by student
worksheets, which are printed on white paper
for easy reproduction.

TEACHER'S KEY
A teacher's key is located immediately
following the optional activities. This

key provides answers or suggested answers
to the simulation activities. The key
also provides suggestions for discussions
related to the simulation activities.

BACKGROUND INFORMATION
Following the teacher's key is a
background information sheet that
provides the teachers with infor-
mation about the occupation
described in the job simulation.

STUDENT MATERIALS
The student materials for the
major activity (simulation
materials) are located at the
end of the unit. These
activities are printed on
white paper so that they can
be copied and reproduced
easily.

FIGURE 1

v
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In addition to the Job Simulation, each unit contains a teacher's key

to the simulation, optional activities suggestions (accompanied in many cases

by student worksheets), and background information sheets which tell about

the occupation being simulated in the unit.

All teacher materials in the units are printed on colored paper; student

materials are printed on white paper so that they may be reproduced easily.

Units 13-16: Oral Language

The four oral language units each contain two major activities, student

worksheets, suggested optional activities, and a background information sheet

describing the occupation dealt with in the unit. As in the first 12 units,

each of the oral language units relates language skills to specific work

situations in specific occupational settings.

The teacher materials in these units are printed on colored paper as in

units 1-12, while student worksheets are printed on white paper.

Units 17-20: Literature

Units 17-20 contain articles from newspapers or periodicals and related

discussion questions. The content and organization of these four units are

shown in Figure 2. In each unit, students are asked to read a story and

answer related questions. The class then discusses the story in terms of

the literature objective (i.e., the role of character, the importance of

motivation, etc.) and in terms of the occupations and job situations described

in the story.

The units are designed to require a minimum of teacher preparation time.

10
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ORGANIZATION OF LITERATURE UNITS

UNIT OBJECTIVES AND PROCEDURES
The first page of the unit gives the unit objectives
and suggested procedures that are designed to aid
you in achieving the objectives.

DISCUSSION GUIDE AND OPTIONAL ACTIVITIES
The second page gives 'suggested questions that
can be used as a guide in discussing occupations
portrayed in the literature selection. This
page also contains a list of optional activities.

ANSWER KEY
The next page is your answer key to the end of
the story questions.

BACKGROUND INFORMATION SHEET
The following page (the last page of the
teacher material) is a background information
sheet which briefly describes the occupation
to be reviewed in the unit.

LITERATURE SELECTION
The next two or three pages contain the story
that the students are to read. These pages
are printed on white paper for easy reproduction

STUDENT QUESTIONS
Immediately following the story is a page of
student questions that are designed to help the
students focus on the objectives of the unit.
This page is also printed on white paper for
easy reproduction.

GLOSSARY
The last page of the unit is a glossary of
terms that some students may not know. Again,

this page is printed in white for easy
duplication.
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ENGLISH RESOURCE GUIDE OUTLINE

UNIT TOPIC OCCUPATION SETTING CLUSTER

1

(Page 1)

Nouns and
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Secretary Television
Station

Communications

2

(Page 20)

Verbs Receptionist Television
Station

Communications

3

(Page 38)

Adverbs and
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Manager Television
Station

Communications

4

(Page 55)
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and Interj.

Promotion

Manager

Television
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5

(Page 74)

Composing
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Director
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6

(Page 92)
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7
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(Page 132)

Letters of
Application
and Resumes

Job
Applicant -- --

9

(Page 136)

Business
Letters

Marketing
Researcher

Automobile
Manufacturer

Manufacturing

10
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11
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(Continued)
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PURPOSE

UNIT 1

HOW A SECRETARY USES NOUNS & PRONOUNS

ON THE JOB AT A TELEVISION STATION

The purpose of this unit is to provide students with an opportunity
to reinforce their knowledge of nouns and pronouns while learning some-

thing of the work performed by a secretary.

MAJOR ACTIVITY

The major activity in this unit is a simulation of the work performed
by Larry Nash, a male secretary at the WOBY TV Studios. The simulation

exercises give students an opportunity to see some of the types of things
a secretary does and to see some ways in which standard English--in this

case nouns and pronouns--is used by secretaries on the job.

Before class begins:

1. Duplicate enough copies of the simulation packet (white sheets at the
end of this unit) to provide each student with a copy.

2. Read "Background Information on Secretaries" on page12.

During class:

1. Distribute the simulation packets, reading and discussing the first page

with students. Suggested discussion topics are given in the teacher's

key to the simulation.(pages 6-11).

2. Ask students to complete pages 2 through 5 of the simulation. The first

simulation exercise (page 2) requires you to dictate to students the

memorandum shown on page 4.

3. When students have finished the first five pages, go through the simu-
lation with them, checking answers and discussing the topics shown

in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6

to answer the questions and discuss the topics at the top of the page.

5. If time permits, use one or more of the discussion topics or activities

listed on the following page to conclude the unit.



OPTIONAL ACTIVITIES

1+ Missing Nouns--"The Missing Nouns" activity (page 5) requires students to complete

15 sentences by filling in the name of a product. All the sentences to
be completed are advertising slogans and require students to fill in a

proper noun.

1. Duplicate a copy of the "Missing Nouns" activity for each student
in the class.

2._ Distribute the sheets and have students work through the activity.

3. When students have finished, go through the answers and have

students check their accuracy. Then have students explain why
answers are nouns and tell whether the nouns are proper or

common nouns.

(Answers to "Missing Nouns" Activity)

1. United (Airlines) 9. Starkist

2. 7-Up 10. Jiff Peanut Butter

3. Morton's Salt 11. Doublemint

4. Pepsi's 12. Campbell's Soup

5. Allstate 13. State Farm

6. Burger King 14. Ultra Brite

7. Grape-Nuts 15. Certs

8. Listerine

12-15 correct -- Noun Hound
8-12 correct -- Noun Pup

Less than 8 -- Better Bone Up

Alternate suggestion: Have students make their own "Missing Noun"

sheets and swap gagers.

2+ Ask students to tell why they would or would not like to be secretaries

(or ask them to tell the advantages and disadvantages of being a

secretary).

op Have students take turns dictating short paragraphs to the class while

class members take down what is read. Then have two or three students

read back what they have written. Develop the idea that secretaries, who

are often asked to write what their employers say, have a special type

of shorthand which allows them to write what is being said at a much

faster rate. At other times, the employer will record what he has to say

on a dictating machine, and the secretary will play back the recording,

transcribing on the typewriter as she does so.

Students can do this same activity with their own themes. Reluctant writers

dictate on tape; they then listen to the tape and write what they have

dictated.

2



4+ Students may wish to write a news release for the school or community
paper about class or school activities. They can follow the format

given on page 5 of the simulation in preparing the release.

5+ Appoint a class secretary to perform secretarial duties--take notes on
class discussions; collect and distribute papers; keep records of who

turns in papers and who doesn't, etc.

FIELD TRIP

. . .to a local radio or TV station to observe the complete operation
of a station and learn more about communications careers, including

the job of secretary.

. . .to any local business or manufacturing firm that employs a secretary
to learn more about the work performed by a secretary.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW

. . .a secretary from a :V or radio station.

. . .a secretary from any local firm or from your school.

. . .an employee in any occupation that students are interested in

at a radio or TV station.

(See Interview Guide in Appendix for procedures on aondmeting a group

interview.)

ADDITIONAL OCCUPATIONS IN THE CCMINICATIN INDUSTRY

THAT STUDENTS MAY WISH TO EXPLORE:

Production Department
Production Director
Radio Announcer
Production Coordinator
Director
Floor Managers
Studio Cameramen
Set Builders & Carpenters

LinaemPnt
Gener0-Manager
Station Manager
Department Heads
Business Manager

Promotion Department
Promotion Manager
Sales Manager

Program Department
Program Manager
Traffic Department
Traffic Manager
Continuity Manager
Film Editor
Film Librarian
Public Affairs Director

3

News Department
News Director
Assignment Editor
Reporters
Photographers and
Film Cameramen
Film Editors
Film Processors

Engineering Department
Chief Engineer
Projectionist
Video Tape Technician
Audio Control Technician
Switcher
Transmitter Operator



MEMORANDUM TO BE DICTATED
(Secretarial Job Simulation)

The following memorandum is to be dictated to students as a part of the
first exercise of the Secretarial Job Simulation which is the major
activity in Unit 2.

Before dictating the memo, have students prepare a memorandum form by
writing the standard memo headings (TO:, FROM; SUBJECT; and DATE:) in
a vertical column on the upper left-Hind orrilieet of notebook
paper. (An example of a memo form is given in the simulation.)

DICTATING INSTRUCTIONS:

Dictate slowly every word and every punctuation mark as indicated in the
memorandum in the box below:

Alternative Suggestions:
1. Do not dictate the commas and, after you have finished, ask
students to insert commas where needed.
2. Have a business teacher or a secretary give a demonstration of
shorthand either before or after thisiactivity. Point out that
secretaries check for correct spelling of words during transcription
(rather than during dictation) to save dictator's time.

TO: Jane Evans

FROM: Allen Lacy

SUBJECT: News Announcer needed

DATE: (dictate current date)

Alice Gordon (comma) our news announcer (comma) is leaving

WOBY next month (period) Alice has taken a job in New York City

(comma) and we have not yet found anyone to replace Alice (period)

(Begin new paragraph)

If you have a suggestion for finding someone to replace

Alice (comma)we would like to hear the suggestion.

After the dictation is completed, ask students to read through what they
have written and substitute pronouns for some of the nouns in order to
make the message read better. Nouns for which students might substitute
pronouns are underlined. If you wish, after you have dictated the memo
you may tell students which nouns they are to replace with pronouns. Also,
ask students to use a dictionary to check the spelling of any word about
which they are in doubt.

After students have madt, all necessary changes and corrections to their
memos, ask them to rewrite the memorandum on the special form provided
in the simulation.

A64(
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MISSING NOUNS

INSTRUCTIONS: Complete the following sentences by identifying the

name of the product or company that goes with each slogan.

1. "Fly the friendly skies of

2. " is the Uncola."

3. When it rains, it pours" with

4. "You've got a lot to live, and got a lot to give."

5. "You're in good hands with .

6. "Have it your way at

7. is the back-to-nature cereal."

8. has the taste that everybody hates twice a day."

9. "Sorry, Charlie, doesn't want tuna with good taste,

they want tuna that tastes good."

10. " tastes more like fresh peanuts."

11. "Double your pleasure, double your fun with double good
gum."

12. "That's what is, m-m-m m-m-m good."

13. "And like a good neighbor, r is there."

14. "Mom told me it was just as easy to marry a rich man as a poor man,

but, Freddy, Mother never told me about

15: "It's a candy mint and a breath mint. is two mints in

one."

5



Simulation page 1

Go over page 1 of the simulation
activity with students.

a. Ask the students whether they
are acquainted with any people

. who are secretaries.

b. If so, ask whether they think
that the secretaries they know
really do the types of things
described here.

c. Ask students to describe other
types of work performed by the
secretaries they know and the
types of organizationS in which
they work.

UNIT 1

'TEACHER'S KEY

In a discussion develop the idea
upthat secretaries must:

a. Be able to communicate clearly.

b. Be loyal to their employer and
the organization they work for.

c. Give accurate information when
answering requests.

d. Be able to work effectively with
others.

UNIT 1

WORKING AS A SECRETARY

You are substituting today for Larry Nash, secretary to the

promotion manager at WCSY IV studios. As a secretary. your duties

mill include. . .

2. FILING RECORDS

1. TAKING DICTATION

4. EDITING MANUSCRIPTS

3. ANNOUUCING VISITORS

If you mould like to know tore t-0.1t Larry Nash. whose place

you are taksng today. road the ink-nation it the bottrn of psge 6.

When you are ready. or when (he tetcnor tells you. turn tne

page and begin your work AS A secretary.

6



Simulation _page 2

CHECK:

Pronouns underlined in the
memorandum at the right
below are recommended in the
dictated message.

Optional Discussion Topics

. Did you enjoy taking
dictation? Why?

What is a memorandum?

A written communication
generally Zess formal
than a letter.

. In an office, memorandums
are given a nickname or
shortened name. Do you
know what it is?

Vemo"

Develop the idea that
secretaries have special
symbols that they use in
taking dictation. Using
these special symbols
(or shorthand), they are
able to write much faster
than if they were writing
in longhand.

TAKING DICTATION

A secretary takes dictation and transcribes the
material dictated, making corrections in the copy
as necessary.

Allen Lacy asks you to come to his office to
take some dictation. He dictates a short
memorandum to you. Your teacher will dictate
Mr. Lacy's memorandum.

INSTRUCTIONS: As the teacher dictates, write
what is dictated on a blank sheet of notebook
paper. Then read through what you have written
and make any changes that would make the message
read better. (Note: You should chance some
nouns to pronouns in the second and Itird
sentences to make manuscript read better.

When you have made all changes you think are

needed. neatly rewrite the message on the
memorandum form below.

MEMORANDUM

TO: Jane E'246

FROM: Allen Lacy

SUBJECT:new Announcer

PATE: (current]

Alice Gordon, our now announcer, is) leaving WOBY TY nest month.

She has taken a Job in New York City, and we have not yet found

anyone to replace her.

If you have a sugjestion for finding eameone to replace Alice

for her), we would like tY hear it.



Simulation page 3

CHECK:

See address file at the right
for correct placement of Alpert,
Billard, and Crown names.

Optional Discussion Topics

. Notice that the items to be filed
are labeled with people's names.
What part of speech are proper
names?

Do you think all files are labeled
with proper names?

No. Think of library files for
example. They contain cards filed
by subject.

Do you think the labels on most files
are NOUNS? Why?

Yes. Nouns name t'2ings, and in order
to find items in a file, we must label
them with naming words; i.e., nouns.

FILING ADDRESS RECORDS

A secretary keeps a record of the names. addresses, and
telephone numbers of people the secretary or employer may
need to call or write frequently.

In preparing address files, the secretary writes
or types the names. addresses. and telephone numbers
on small cards, always plac(rg the last name first
as shown below. The cards are then placed alphabeti-
cally in an address file which is generally kept in
the desk.

INSTRUCTIONS: Below are three new cards that have been
prepared for the address file. Shoe where you would
place these cards in the file at the right by printing
the names in the file at the proper place.

Billard, Thomas P.
821 Dover Lane
Denver, CO 80217

'Telephone: 333-8021 (Rome)
667-5888 (office)

Alpert. June A.
2230 Lakeside Drive
Chicago. IL 60612

Tele.: (312) 480-5771 (Home)
675-2940 (Office)

Crown. Millard B.
415 Aspen Circle
Denver, CO 80219

Telephone: 794-3515 (Hone)
665-6666 (Office)

Crown, Marlene M

Coleman, Florence

boswick, Carolyn Sue

tee ler, Bertrand 3.

L- C June
Albert Winfred R.

Abbott, Thocaq B.

ADDRESS FILE

8



Simulation_pale4

CHECK:

The fourth item is the best way
to announce the visitor. Why?

It gives the most complete in-
formation to the empZoyer about
the visitor--her first and last
name, as weZl as why she is there.

Optional Discussion Topics

. Why is it important to Mr. Lacy
to know Miss Alexander's first
name?

9

ANNOUNCING VISITORS

A secretary announces clients or other callers to the
employer, telling who the callers are and, if possible,
the purpose of their visit.

A woman cones into your office, introduces herself
as Miss Maria Alexander, and asks to see Ur. Lacy
about the opening for a news announcer.

INSTRUCTIONS: Show how you would tell Mr. Lacy
of Miss Alexander's arrival by placing a check
mark ( y) in the blank before the most appropriate
item below.

1. Miss Alexander is here to interview for the news announcer
opening, Mr. Lacy.

2. A woman is here to interview for the news announcer opening,
Mr. Lacy.

3. Someone is here to interview for the news announcer opening,
Mr. Lacy.

Vr 4. Miss Maria Alexander is here to interview for the news
announcer opening, Mr. Lacy.



Simulation page 5

CHECK:

Pronouns should be corrected as
shown in the news release at the
right. Discuss the reason for
each correction

Optional Discussion Topics

. Discuss with students whether they
enjoy editing material written by
others.

EDITING MANUSCRIPTS

A secretary edits manuscripts written or dictated by the
employer, correcting grarrar, punctuation, and spelling
errors.

Below is a news item that mr. lacy dictates to you.
He asks you to edit and correct any errors the news
item might contain before sending it to the local
newspapers for publication.

INSTRUCTIONS: This news item contains four pronoun
errors. See if you can find and correeriTese errors.

NEWS RELEASEMarch 20, 197-
to4.0

Alice Gordon. she.g. appears with Randy Phillips each morning

on the WOBY TV show "Small Talk" will soon leave the show to

Join a new NBC network series in New York City. On yesterday's

show, Ms. Gordon announced that an agreement has been reached

between NBC and &he for the new series.

In announcing her departure from "Small Talk," Ms. Gordon

5hJ2-
noted that Randy Phillips and bet had worked together at WOBY

since 1969.

Richard Mallory, production managnr for WOBY,said that

Small Talk will cocil:snue as a daily show, but no decision has

been made as to w14em will replace Ms. Gordon.

oOo
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411

Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation

*explored in this simulation.

Encourage students to talk
Alkabout their own likes and
Irdislikes and about the things

they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources for
interested students to use
in exploring this occupation
in greater depth. Also, work
with the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

WOULD 1 tin THIS 1.01. Or CAREER?

1. Check the activities below that you enjoy doing:

taking dictation (Do you like to Wise notes" class?)

filing letters (Co you keep youn notes in alphabetical

order?)

_aneouncina visitors (Co you like to make ,ereductions?)

making appointnentS (DO yOv race notes of your
amintmentS1)

editing ranustripts (Do you like to read and correct
what other male write?)

2. Can you think of any otter de.les that a secretary might perform? What are

they?

3. Do you think you would like to be a secretary? yes noyou

4. What other Jobs can yOJ think of In uht0 people da activities similar
to those done Di a swetary:

tarry Nyst. trtirrta ry if,. TY 41.ovs f,iJ ffle-

viSIOn i, 1 ,e ". s-ed rl ,,esel tr. Aft, o.1 I. high

SO,O01, t' v.,. S. _,^1 f, .ffily enjoy d tr.) fs htS sf1"1,
P. .1; not 4 ,00.1

fiery t,,f 4 t.,fry ..,rse Is his fIrst ,ear tr hilt. s ^t ei ,,t really
liked ft 1, ...t ...r 0. t y s0.rttApt .4r . 41,1 vat', :by .'y 10

his third pp, ee 1t ct..0, 1,1 v.v.. toAr tr.: tO: J1 TOS

a class of I/ glvis ArJ only f0.:

'So few ',en i0 tno st-r.tr,i1 tarry .rn iht. -'hat i :Jr 1st'
me who fs w1111,1 so .0,4 4,4 ,4,1 rA4.1, let ,p11 e AS 4 Se,r.

tarry tft Nt ,,tter ,er Ire ,) y.sr4 in t.ltd151Crb ^r P,1

just tlec OP; take ti.r.rt t ife". rate

SeCretAri 4: 4 telev111cn Af'6, vv,,1 re -0

retarial tooes : w,-,ar

TY AS secretary to ,ttc.n for

Fe is r'w very ,IrPv in 4 teteilSlen

eseittrl th" 3' 4" ''11k^1^ 1 fQ 1,5 con') thf k,ed of w6,k re 'son,.

enjoys.
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BACKGROUND INFORM4TION ON SECRETARIES

The secretary performs many of the administrative office tasks necessary
to every type of organization. Perhaps the most important aspect of a secre-
tary's job involves communicating--typing letters and memorandums, composing
routine correspondence, giving and receiving information over the telephone,
securing information from and providing information to clients and visitors, etc.

The duties of secretaries vary, but nearly aZZ fully qualified secretaries
perform the fo?lowing tasks:

. opening and processing mail

. taking dictation

. transcribing dictation from shorthand notes or machine dictation

. answering employer's telephone when he is busy or away from the office
relieving employer of routine administrative details

. making appointments and reservations for employer

. communicating with clients, customers, and visitors
. recording, filing, and retrieving information
duplicating or photo-copying records, reports, and correspondence
typing on forms such as invoices, purchase orders, and others

Some secretaries also supervise other office personneZ, gather reference
materials for employer, perform simple bookkeeping duties, and attend meetings
with the employer in order to take notes.

The successful secretary is poised, alert, and even-tempered. The secre-
tary should not gossip about office matters and must not discuss confidential

Generally, employers Zook for the following background and
abilities when considering a prospective secretary:

. high school diploma

. secretarial training (post-high schooZ secretarial training may Le required)

. ability to use standard English and to spell correctly

. typing, shorthand,and transcription skills

. experience either as a full-time secretary or as a work-study student
performing secretarial duties.

. good references from previous employers, teachers and supervisors

Some secretaries specialize in a particular field. For example, a secre-
tary might, with appropriate training and/or experience, be classified as a
ZegaZ secretary, medical secretary, or scientific secretary.

Secretaries have their own professional organization--The National
Secretaries Association. Also, by passing a rather rigorous test, a secretary
may become a "Certified Private Secretary."

Currently, over 2 3/4 million secretaries are employed in the United States.
Although most of these secretaries are women, male secretaries are found in many
organizations.

The ambitious, well-qualified secretary may advance to the position of
office manager and, with additional training and education, may move into
other management positions.

12



STUDENT MATERIALS

Following is a six-page "Secretarial Job Simulation"
which is to be duplicated, collated, and stapled into
packets for student use.

The simulation contains typical activities performed
by a secretary and requires students to make decisions
regarding noun and pronoun usage.

The teacher's key and discussion guide for the
simulation are found on the preceding pages.

13
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I
UNIT 1

WORKING AS A SECRETARY

You are substituting today for Larry Nash, secretary to the
promotion manager at WOBY TV studios. As a secretary, your duties
will include. . .

2, FILING RECORDS

1, TAKING DICTATION

4, EDITING MANUSCRIPTS

3. ANNOUNCING VISITORS

If you would like to know more about Larry Nash, whose place

you are taking today, read the information at the bottom of page 6.

When you are ready, or when the teacher tells you, turn the
page and begin your work as a secretary.

(Simulation Page 1)

14



TAKING DICTATION

1

A secretary takes dictation and transcribes the
material dictated, making corrections in the copy
as necessary.

Allen Lacy asks you to come to his office to
take some dictation. He dictates a short
memorandum to .you. Your teacher will dictate
Mr. Lacy's memorandum.

INSTRUCTIONS: As the teacher dictates, write
what is dictated on a blank sheet of notebook
paper. Then read through what you have written
and make any changes that would make the message
read better. (Note: You should change some
nouns to pronouns in the second and third
sentences to make the manuscript reaa better.

When you have made all changes you think are
needed, neatly rewrite the message on the
memorandum form below.

MEMORANDUM

TO:

FROM:

SUBJECT:

DATE:

(Simulation Page 2)
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FILING ADDRESS RECORDS

A secretary keeps a record of the names, addresses, and
telephone numbers of people the secretary or employer may
need to call or write frequently.

In preparing address files, the secretary writes
or types the names, addresses, and telephone numbers
on small cards, always placing the last name first
as shown below. The cards are then placed alphabeti-
cally in an address file which is generally kept in
the desk.

INSTRUCTIONS: Below are three new cards that have been
prepared for the address file. Show where you would
place these cards in the file at the right by printing
the names in the file at the proper place.

Billard, Thomas P.
821 Dover Lane
Denver, CO 80217

Telephone: 333-8021 (Home)
667-5888 (office)

Alpert, June A.
2230 Lakeside Drive
Chicago, IL 60612

Tele.: (312) 480-5771 (Home)
675-2940 (Office)

Crown, Millard B.
415 Aspen Circle
Denver, CO 80219

Telephone: 794-3515 (Home)
665-6666 (Office)

-N.

Jr......-14.11.......=;...

Crown, Marlene M.

Coleman, Florence

Boswick, Carolyn Sue

Becker, Bertrand B.

Albert..., Winfred R.

Abbott, Thomas B.ems.

ADDRESS FILE

(Simulation Page 3
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ANNOUNCING VISITORS

A secretary announces clients or other callers to the
employer, telling who the callers are and, if possible,

the purpose of their visit.

A woman comes into your office, introduces herself
as Miss Maria Alexander, and asks to see Mr. Lacy

about the opening for a news announcer.

INSTRUCTIONS: Show how you would tell Mr. Lacy
of Miss Alexander's arrival by placing a check
mark (y) in the blank before the most appropriate

item below.

l. Miss Alexander is here to interview for the news announcer

opening, Mr. Lacy.

2. A woman is here to interview for the news announcer opening,

Mr. Lacy.

3. Someone is here to interview for the news announcer opening,

Mr. Lacy.

4. Miss Maria Alexander is here to interview for the news
announcer opening, Mr. Lacy.

(Simulation Page 4)
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EDITING MANUSCRIPTS

A secretary edits manuscripts written or dictated by the
employer, correcting grammar, punctuation, and spelling
errors.

Below is a news item that Mr. Lacy dictates to you.
He asks you to edit and correct any errors the news
item might contain before sending it to the local
newspapers for publication.

INSTRUCTIONS: This news item contains four pronoun
errors. See if you can find and correct these errors.

NEWS RELEASE--March 20, 197 -

Alice Gordon, whom appears with Randy Phillips each morning

on the WOBY TV show "Small Talk" will soon leave the show to

join a new NBC network series in New York City. On yesterday's

show, Ms. Gordon announced that an agreement has been reached

between NBC and she for the new series.

In announcing her departure from "Small Talk," Ms. Gordon

noted that Randy Phillips and her had worked together at WOBY

since 1969.

Richard Mallory, production manager for WOBY,said that

Small Talk will continue as a daily show, but no decision has

been made as to whom will replace Ms. Gordon.

o0o

(Simulation Page 5)
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WOULD I LIKE THIS TYPE OF CAREER?

1, Check the activities below that you enjoy doing:

taking dictation (Do you like to take notes in class?)

filing letters (Do you keep your notes in alphabetical

order?)

announcing visitors (Do you like to make introductions?)

making appointments (Do you make notes of your
appointments?)

editing manuscripts (Do you like to read and correct
what other people write?)

2. Can you think of any other duties that a secretary might perform? What are
they?

3. Do you think you would like to be a secretary? yes no

Why?

4. What other jobs can you think of in which people do activities similar
to those done by a secretary?

Larry Nash, secretary at WOBY TV studios, has always found tele-
vision exciting, and he often dreamed of being an actor on TV. In high
school, however, he found he did not really enjoy acting in his class
plays. He was not a good actor.

Larry took a typing course in his first year of high school and really
liked it. The next year he took a shorthand course along with typing. In

his third year he took a secretarial course and was near the top of his class- -
a class of 17 girls and only 2 boys.

"So few men go into secretarial jobs," Larry thought, "that a guy like
me who is willing to work hard can really get some place as a secretary."

Larry hqd not gotten over his desire to work in television; he had
just decided to take a different approach. He would become a first-rate
secretary at a television station. After high school he took some sec-
retarial courses in the community college and soon landed a job at WOBY
TV as secretary to Mr. Lacy, promotion manager for the station.

He is now very happy. He loves working in a television station where
exciting things are happening. And he is doing the kind of work he really
enjoys.

(Simulation Page 6)
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UNIT 2

HOW A RECEPTIONIST USES VERBS

ON THE JOB AT A TELEVISION STATION

PURPOSE

The purpose of this unit is to help students reinforce their knowledge
of standard verb usage (subject-verb agreement; verb tense) while acquaint-
ing them with the type of work performed by a RECEPTIONIST.

NAAR ACTIVITY

The major activity in this unit is a six-page simulation of the work

411

performed by Brenda Allen, a receptionist employed by a television studio.
The simulation contains activities typical of those performed by recep-
tionists in any organization, and each activity requires students to apply

411
their knowledge of standard verb usage. The suggested procedures for
administering the simulation are as follows:

Before class begins:

1. Duplicate enough copies of the simulation packet (white sheets at the
end of this unit) to provide each student with a copy.

2. Read "Background Information on Receptionists" on page 30.
1.

During class:

1. Distribute the simulation packets, reading and discussing the first page

with students. Suggested discussion topics are given in the teacher's

key which begins on page 24.

2. Ask students to complete pages 2 through 5 of the simulation. While

they do this, you may wish to read through the teacher's key.

3. When students have finished the first five pages, go through the simu-

lation with them. Check answers and discuss verb usage and the other
topics shown in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6
of the simulation packet to answer the questions and discuss the topics

at the top of the page.

5. If time permits, use one or more of the discussion topics or activities

listed on the following page to conclude the unit.
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OPTIONAL ACTIVITIES

1i' Matching Activity: Page 23 contains an activity that requires
students to match words and numbers on one list with those on
another list. Duplicate enough copies of the matching exercise
to give each student a copy. After students have worked through
the activity, check their answers, using the key below. In a
discussion, develop the idea that both as workers and consumers
we must often compare information for correctness. (Examples:
comparing a sales slip with the price tag on a garment; comparing
the price of a meal on a menu with the price the waitress writes
on the bill; comparing checkbook balance with bank balance when
bank statement is received; etc.)

Matching Activity Key

1. x

2. u
3. a

4. h
5. i

6. w
7. z
8. q
9. r

10. f

11. o
12. e
13. t
14. y
15. k

2 Have students select a "class receptionist When visitors or student
messengers come to the classroom, the receptionist will be responsible
for greeting them, discovering the purpose of their visit, and (if
appropriate) introducing them to the teacher or class. The receptionist's
job might be rotated among the class members every week or two. The
class or a class committee should develop a job manual for the class
receptionist. The manual would explain how to greet visitors, how to
introduce visitors, and how to take messages for the teacher or other
class member.

3100. Ask students whether they think receptionists are generally men or women.
If most students answer women, develop the idea that while this is true
today, work stereotypes are rapidly changing and men are now going into

jobs previously held primarily by women. Ask students to give some examp1Pc.
(Possible examples include: WOMEN truck drivers, mail carriers, taxi-cab
drivers, airline pilots; MALE nurses, airline stewards, telephone operators,
secretaries, etc.)

310 Ask students whether they think a secretary has more or less responsibility
than does a receptionist. (Secretary has more, generally) Ask whether a
secretary makes more or less money than a receptionist. (Secretary makes
more money, generally)Compare receptionists and secretaries in other
ways--which one is most likely to meet many people;, which one is most likely
to have varied duties; And so forth.

5 110 Ask two student volunteers to act out the following situation which is
representative of situations that a receptionist might encounter. Ex-plain the situation to the two students and allow them time to work up
their own dialogue. After students have acted out. the situation, en-
courage other class members to discuss the strengths and weaknesses of the
way in which the receptionist handled the situation. Ask students to des-
cribe how they would have handled the situation had they been the receptionist.

21



SITUATION: Dealing with an angry caller.

A woman (Student 1) calls WOBY TV and berates the recep-

tionist (Student 2) because she, the woman, does not

like the programs being shown on WOBY TV. The woman

talks on and on about the poor programs. The receptionist

wants to terminate the conversation as quickly as possible

without offending the woman caller. How should the re-

ceptionist handle the situation?

(One way the receptionist might handle the situation is to tell
the caller that the studio would appreciate receiving a letter
from her explaining what she does not like about the program and
suggesting the kinds of programs she would like.)

After the situation has been acted out, develop with students the
idea that people can often deal most effectively with others who
are angry by showing concern for the cause of their anger. Ask,

students to tell about times they have been angry and other people
have made them more or less angry by the things they said or did.

'OP 6 Call your local telephone company educational representative and arrange
for a "tele-trainer" to be installed in the classroom for a day or two.

111 The tele-trainer consists of two phones connected through a switch box

so that students can take turns placing calls, answering calls, and
talking with one another over the tele-trainer phones. Develop a
"telephone etiquette" unit to be used as a tele-trainer activity.

FIELD TRIP:

. . . to a local radio or TV station to observe the complete operation
of a station and learn more about communications careers, in-
cluding the job of receptionist.

. . . to any local business or manufacturing firm that employs a
receptionist to learn more about the work performed by a
receptionist.

(See Field Trip Guide in Appendix for field trip procedures.)

IIITERVIEW:

. . a receptionist from a TV or radio station.

. . a receptionist from any local firm.

. . . an employee in any occupation that students are interested in
at a radio or TV station.

(See Interview Uuide in Appendix for procedures on conducting a group
interview.)

ADDITIONAL OCCUPATIONS IN THE COMMUNICATIONS INDUSTRY

THAT STUDENTS MAY WISH TO EXPLORE:

(See Optional Activities section of Unit 1)

22



THE MATCHING GAME

Many workers, such as receptionists, general office workers, secretaries,
ticket agents, and others spend much time matching one word with another
or one set of numbers with another. See how well you can match words
and numbers by reading each item in Column A below and placing in the
blank the letter from the matching item in Column B.

1. 291-7981 a. 834-5432

2. occasionally b, paralell

3. 834-5432 c. occassionally

4. Jacob Dirkson d. 834-4532

5. $79.89 e. 291-7891

6. parallel f. $79.98

7. commitment g. 86-57-843-6455

8. $54.45 h. Jacob Dirkson

9. advise i. $79.89

10. $79.98 j. advice

11. 86- 57- 843 -6545 k. 334-766-8358

12. 291-7891 1. $54.54

13. breath m. breathe

14. dessert n. committment

15. 334-766-8358 o.

p.

q.

r.

s.

t.

u.

v.

w.

x.

y.

z.

86-57-843-6545

Jacob D. Dickson

$54.45

advise

desert

breath

occasionally

334-766-8538

parallel

291-7981

dessert

commitment
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SimulaLion_page 1

Go over page 1 of the simulation
activity with students,

a. Ask students whether they
are acquainted with any people
who are receptionists. If so,

ask whether they think that
the receptionists they know
really do the types of things
described here.

b. Ask students to describe
other types of work performed
by the receptionists they
know and the organizations
in which they work.

In a discussion develop the idea
that a receptionist:

a. must be well groomed,

b. should enjoy meeting
people.

c. should use standard English
in speaking clearly and
precisely.

d. must be pleasant and courteous.

e. should screen callers and
visitor3. Emphasize that
employers often can not --
or do not want to -- receive
all callers.

UNIT 2
TEACHER'S KEY

UNIT 2

WORKING AS A RECEPTIONIST AT A TELEVISION STATION

Today you are going to work as a receptionist Ina television
station. trench Allen. a receptionist at the s:05Y 1i studios
is ill, and you are gointo Wke her place for the day.

Your primary duties as a receptionist will Involve.
.

I. ANSWERING THE TELEPHONE

2. TAKING rESSAGES

3. GREETING VISITORS AND

MAKING APPOINTMENTS

4. EDITING AND TYPING MATERIAL

(Simulation Page 1)
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Simulation page 2

CHECK:

The preferred answers are checked
in the illustration at the right
and shown below:

Standard English usage requires:

Mn. Mattoty doe4n'.t

We wehe expecting

We wae bee

Optional Discussion Topic

. It is good business practice
to answer the phone by saying
the name of the company. Why?

. Discuss the types of informa-
tion one should be sure to ask for
when taking a message from a
caller -- name, complete telephone
number, message, and so forth.

ANSWERING THE TELEPHONE

As you arrive at work at 7:50 a.m. the telephone rings. Show how

you would answer the telephone and what you would say during the
conversation by placing check marks (),1 in the blanks provided.

rot/phone ring(' . . .

Hello.

VGood Morning, W08y TV.

Cantu This is Larry Mason. May I speak with Dick Mallory?

T.211;
NI' I am sorry. Mr. Mallory doesn't arrive in his office

until 8:30 a.m.

I am sorry, Mr. Mallory don't arrive in his office
until 8:30 a.m.

Caller: I am supposed to meet with him this morning, but I don't
remember what time. Can you tell me when I'm expected?
I nay need to change our meeting ,to this afternoon.

(You check W. Mallory's calendar)

!NI We was expecting you at 11 a.m., but Mr. Mallory could
see you at 3:30 this afternoon if you prefer.

1/"We were expecting you at 11 a.m.. but Mr. Mallory could
see you at 3:30 this afternoon if you prefer.

;Clic.; Just leave it as it is: eleven o'clock is ok.

Y.421 Fine. We will see you at eleven, then.

Fine. We see you at eleven, then.

caller: Thank you. Good bye.

25
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Simulation page 3

CHECK:

Students should have used the
correct verb form (Dave Owens
doesn't or does not) in the
messages they wrote. Read
aloud the handwritten infor-
mation on Phone-O-Gram at the
at the right so students can
check their forms. (Messages
may vary, but correct verb
forms should have been used.)

Optional Discussion Topics

. Mr. Ackerman used a verb which
does not agree with its sub-

",
ject in number. Ask students
to find the verb. (don't)

L _

Explain that many times
people use verbs when
talking informally that
are not standcz-d English.
When writing messages, how-
ever, it is good business
practice to write the message
in standard English. A

receptionist who does not
use standard English will
generally not keep a job
long.

. The receptionist in the conver-
sation at the right repeated
the telephone number that Mr.
Ackerman gave, Discuss with
students the reason for this.

(fi,pt ionts: repeated the
number to be sure it had
been written down correctly;
it Is easy to make an error
in wri t Ing numbers. )

TAKING A MESSAGE

The telephone rings at ten minutes after eight in the morning. You answer

the phone, and the conversation goes as follows:

You: Godd morning, 1408Y TV.

Caller: This is Ackerman over at Classic Productions Corporation.
Let me speak to Al lacy, please.

You: I'm sorry, Mr. lacy will not be in his office until 8:30
this morning. May I take a message or have him return
your call, Mr. Ackerman?

Caller: Just tell him I called to say that Dave Owens don't have
the new contract ready, bit he will have it ready tomorrow
morning.

You: I'll give him that message as soon as he cones in. May I

have your telephone number in case Mr. lacy needs to con-

tact you?

Caller: It's 784-2550.

You! That's 784-2550?

Caller: Right.

You: Thank you, Mr. Ackerman. I'll give Mr. lacy your message.

Caller: OK, thanks. Good bye.

bused on your convorecticn oith Pr. Ackermrt, fi:Z in th fonol..ing
tolophono ncseap fern :Ai-n Ic to Mr. 1.1,:y. As a

receptionist, J.,14 should aao :.orroct vort fer7a in vrttinj the

mooing( even though hr. A,ker,..:n nos have standard verb

forms in hio Colophons convorsation.

PGRE-CHIM for ak

iirlItphened 0 Pim/ tetw4 ehe gall cal, U Came et u See me

Message: 40.004.- 62.1AreAW )44-0

4f4w AgAtal-p

AtAried... .rY't4d"fAlvi 10A (Sr-4"-t:'
I T eVIIP Mei aMttf=i4
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Simulation page 4

CHECK:

Answer B is correct. Ask
students to explain why.

"it doesn't" is required
for subject-verb agreement

411 "arrive" is a better express
ion to use than "get here",

0 (However, "get here" is not
incorrect usage.)

Optional Discussion Topics

. Discuss the reason for writing

Ted Roger's name on the calendar.

Reason: So receptionist won't
forget and give someone else
an appointment for the same
time. Also, so that Mr. Lacy
will know that Mr. Rogers is
coming to see him.

MAKING AN APPOINTMENT

The telephone rings and a man named Ted Rogers asks to make an appointment
to see Mr. Lacy this afternoon. Review the conversation below and do what-
ever is necessary.

YE: Good Morning, WOBY TV.

Caller: This is Ted Rogers of the Daily News. Mr. Lacy asked me to
stop by to talk with him sometime this week. I am free this

afternoon and would like to make an appointment to see him
sometime after one o'clock if possible.

(Look at calendar to sea when Mr. Lacy is fres)

You: Mr. Lacy is free at 2:30 this afternoon. Would that be a

convenient time for you?

Caller: Yes, that would be fine.

(Place Nr. Roger's name on the calendar)

Wait a moment. I just remembered I have another appointment at
2.00 this afternoon, so I may not arrive there until 2.35 or 2.40.
Will that matter?

(Chook which of the following answers you would give to Mr. Rogers and
be. prepared to explain your answer.)

You: Answer A No, it _tter. Mr. Ro ers. I'll explain to

Mr. Lacy at you may not until a few minutes

after 2:30.

Answer 8 No, it doesn't matter, Mr..Rogers. I'll explain to

Hr. Lacy that you may not arrive until a few minutes
after 2:30 p.n.Iv 1
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Simulation page 5

CHECK:

Verb usage errors should have
been corrected as follows:

. .work days and work week

are

. .factors. . .determine

.purpose. . .is

. .seminars will be conducted

. .seminars are

Optional Discussion Topics

. Explain that although not
all receptionists are given
manuscripts to edit, most
are expected to type and,
when typing, to correct any
verb usage or other errors
in the materials they type.

. You may wish to discuss
what leisure time means and
the idea that many people
become bored when they have
time on their hands because
they have few hobbies or
interests.

EDITING
Readinj to find Errors

Mr. Mallory, program director for NOSY TV, sends the following manuscript
to your desk. Proofread the manuscript as Mr. Mallory asks in his hand- -

written note at the top of the page.

INSTRUCTIONS: Draw a single :tn' through each granatical error
and write t mrrection above the error.

Hum Az an item au, a2ttd b.j student tepettet 14.mMorgan So2 use
on out TV announcemotte today. rtea4e paoqtead it )504 gammiaticaf
Gt4044 especiatty 604 ekzots in veak usageand make any necusarty
comections.

Dick Mattety

NEW LEISURE TIME SEMINAR ANSOUNCE0

George Greer of Community College announced today that

two "leisure-time" seminars will be offered during the next

school tErm. Mr. Greer people have more leisure time than

ever before and indications are that the amount of leisure time

people have will continue to increase as work days and the work

Arta.
week Lir shortened. Hetoali:el. factors, income, interests,

and amount of leisure, 41414erftwies how one can best use leisure time.

The purpose of the leisure time seminars ert to help people plan

leisure-time activities that will lead to full and i.zpoy lives.
14-74.4.4.4c..14-44L--*

The seminars will be Ge4444c1 by Randy Holmes and Alice Brown, nation-

ally recognized specialists in recreation and leisure-time activities.

Registration for the seminars will be held in the Community College

auditorium from 5 to 8 p.m. next Monday. The seminars 41-open to

anyone in the community, and the cost Is $5 per person.

Submitted by: Jim Mc au student tepottea
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II/ Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which

411 students who are interested
in this occupation can go
IVto explore the occupation

further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

WOULD I LIKE TO OE A RECEPTIONIST?

Do you think you would like to be a receptionist? If most of your

answers to the following questions are "yes: chances are you would enjoy
being a receptionist.

1. Do you like to meet new people, rather than spending nearly
all your time with a few friends you know well?

. . . yes no

2. Do you enjoy writing short notes and taking down messages for
people?

. . . yes no

3. Do you like to edit what other people have written; that is, do

you enjoy reading ano correcting what other people have written?, yes no

4. Do you make notes to yourself about things you want to do or
people you plan to see?

yes no

5. Do you like to dress up? Would you like to work in a job where
you have to dress neatly and wear stylish clothes? . yes no

6. Do you enjoy talking over the telephone even to people you don't
know well?

yes no

* * *

Would you like to ;moo more :taut Brenda Allen, the receptionist whose
placa you took tolay at ;MY T'? If eo,m14 below:

Brenda is a general receptionist at the WOBY TV studios. She
is happy to be a receptionist at ROOF TV because she looks on the
job as a way to "get her foot in the door" of the television in-
dustry. She goes to school nights and weekends to study modeling
and.acting, and she hopes some day to be a television actress or
to model on TV.

As a receptionist at a TV studio, Brenda meets a lot of impor-
tant people. Someday some of these people may help her get started
in a TV career.

Brenda always tries to be polite and efficient in her job. She
knows that people are watching the way she does her work.

"I don't plan to work as a receptionist forever," Brenda says,
"but while I am here I want to be the best receptionist ever and if

I don't become an actress or a model, I could work as a receptionist
forever and be very happy."
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BACKGROUND INFORMATION ON RECEPTIONISTS

The business office in nearly all organizations has a receptionist

or a designated employee who performs the duties of a receptionist. The

receptionist, in greeting visitors and clients and answering the telephone,

provides a vital Zink between the organization and the public. The recep-

tionist who provides efficient and courteous assistance to visitors and

callers fosters good will for the organization and is therefore a real asset

to the organization.

The duties of a receptionist vary from one organization to another, but

practically all receptionists perform the following duties:

.Attend front desk and answer the telephone

.Greet and announce callers

.Schedule appointments

.Keep current file on clients' names, addresses, and telephone
numbers

.Answer routine questions and inquiries about the organization

.Use reference materials as necessary to answer questions

Generally, the receptionist is pleasant, courteous, and efficient; has

a clear and precise manner of speaking; uses Standard English in communicating

both orally and in writing; writes legibly; types accurately; and edits

material to be typed for grammar, punctuation, and spelling. (In some

offices, however, the receptionist is not required to type or edit materials.)

Often the only employment requirements for receptionists are a high school

diploma and the characteristics mentioned above.

Currently, over 300,000 receptionists are employed in the United States,

and each year through the 1970's an estimated 23,000 new jobs will become

available. Approximately 95 percent of aZZ currently employed receptionists

are women, but more men may enter this career field as job stereotypes change.

Though generally receptionists do not earn a very large salary (some-

what less than qualified secretaries), taking a job as a receptionist is

one way to get into an organization. Once in the organization, a receptionist

might meet people who can help him or her move into other types of jobs in

the organization.
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STUDENT MATERIALS

Following is a six-page "Receptionist Jot Simulation"
which is to be duplicated, collated, and stapled into
packets for student use.

The simulation contains typical activities performed
by a receptionist and requires students to make de-
cisions regarding verb usage (subject-verb agreement
and verb tense).

The teacher's key and discussion guide for the simulation

are found on the preceding pages.

31
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2, TAKING MESSAGES

UNIT 2

WORKING AS A RECEPTIONIST AT A TELEVISION STATION

Today you are going to work as a receptionist in a television
station. Brenda Allen, a receptionist at the WOBY TV studios
is ill, and you are going to take her place for the day.

Your primary duties as a receptionist will involve. . .

1, ANSWERING THE TELEPHONE

3, GREETING VISITORS AND

EDITING AND TYPING MATERIAL

(Stmulation Page 1)
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ANSWERING THE TELEPHONE

As you arrive at work at 7:50 a.m. the telephone rings. Show how
you would answer the telephone and what you would say during the
conversation by placing check marks (p,') in the blanks provided.

Telephone rings . . .

You; Hello.

Good Morning, WOBY TV.

Caller: This is Larry Mason. May I speak with Dick Mallory?

You: I am sorry, Mr. Mallory doesn't arrive in his office
until 8:30 a.m.

I am sorry, Mr. Mallory don't arrive in his office
until 8:30 a.m.

Caller: I am supposed to meet with him this morning, but I don't
remember what time. Can you tell me when I'm expected?
I may need to change our meeting to this afternoon.

(You check Mr. Mallory's calendar)

Yoa: We was expecting you at 11 a.m., but Mr. Mallory could
see you at 3:30 this afternoon if you prefer.

We were expecting you at 11 a.m., but Mr. Mallory could
see you at 3:30 this afternoon if you prefer.

Caller: Just leave it as it is; eleven o'clock is ok.

You: Fine. We will see you at eleven, then.

Fine. We see you at eleven, then.

Caller: Thank you. Good bye.

(Simulation Page 2)
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TAKING A MESSAGE

The telephone rings at ten minutes after eight in the morning. You answer

the phone, and the conversation goes as follows:

You: Good morning, WOBY TV.

Caller: This is Ackerman over at Classic Productions Corporation.
Let me speak to Al Lacy, please.

You: I'm sorry,.Mr. Lacy will not be in his office until 8:30
this morning. May I take a message or have him return
your call, Mr. Ackerman?

Caller: Just tell him I called to say that Dave Owens don't have
the new contract ready, but he will have it ready tomorrow
morning.

You: I'll give him that message as soon as he comes in. May I

have your telephone number in case Mr. Lacy needs to con-
tact you?

Caller: It's 784-2550.

You: That's 784-2550?

Caller: Right.

You: Thank you, Mr. Ackerman. I'll give Mr. Lacy your message.

Caller: OK, thanks. Good bye.

Based on your conversation with Mr. Ackerman, fill in the following
telephone message form which will be given to Mr. Lacy. As a

receptionist, you should use correct verb forms in writing the
message even though Mr. Ackerman may not have used standard verb
forms in his telephone conversation.

MI* Chad for
411111111NMY

LirMessage:

C3 Telephoned rl Please return the call 0 Will call again can in 0 See me

of

Phone' Date Time By

AMMIruniolmorawrir

(Simulation Page 3) 47
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MAKING AN APPOINTMENT

The telephone rings and a man named Ted Rogers asks to make an appointment
to see Mr. Lacy this afternoon. Review the conversation below and do what-
ever is necessary.

You: Good Morning, WOBY TV.

Caller: This is Ted Rogers of the Daily News. Mr. Lacy asked me to
stop by to talk with him sometime this week. I am free this
afternoon and would like to make an appointment to see him
sometime after one o'clock if possible.

(Look at calendar to see when Mr. Lacy is free)

You: Mr. Lacy is free at 2:30 this afternoon. Would that be a
convenient time for you?

Caller: Yes, that would be fine.

(Place Mr. Roger's name on the calendar)

Wait a moment. I just remembered I have another appointment at
2:00 this afternoon, so I may not arrive there until 2:35 or 2:40.
Will that matter?

(Check which of the following answers you would give to Mr. Rogers and
be prepared to explain your answer.)

You: Answer A No, it don't matter, Mr. Rogers. I'll explain to
Mr. Lacy that you may not get here until a few minutes
after 2:30.

Answer B No, ft doesn't matter, Mr. Rogers. I'll explain to
Mr. Lacy that you may not arrive until a few minutes
after 2:30 p.m.

(Simulation Page 4)
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EDITING
Reading to find Errors

Mr. Mallory, program director for WOBY TV, sends the following manuscript
to your desk. Proofread the manuscript as Mr. Mallory asks in his hand-
written note at the top of the page.

INSTRUCTIONS: Draw a single line through each grammatical error
and write the correction above the error.

r-

Nerve -1.4 an item 4ubmitted by 4tudent tepatek Jim Magan ea uae
on ma TV announcements -Way. PZea.se pitoolitead Zt ea gnammaticat

ettou e4pecLatty ion ekh0/14 in verb usage- -and make any nece44aAy
conteetion4.

Dick Mattoty

NEW LEISURE TIME SEMINAR ANNOUNCED

George Greer of Community College announced today that

two "leisure-time" seminars will be offered during the next

school term. Mr. Greer say people have more leisure time than

ever before and indications are that the amount of leisure time

people have will continue to increase as work days and the work

week is shortened. He also say three factors, income, interests,

and amount of leisure, determines how one can best use leisure time.

The purpose of the leisure time seminars Pare to help people plan

leisure-time activities that will lead to full and happy lives.

The seminars will be conduct by Randy Holmes and Alice Brown, nation-

ally recognized specialists in recreation and leisure-time activities.

Registration for the seminars will be held in the Community College

auditorium from 5 to 8 p.m. next Monday. The seminars is open to

anyone in the community, and the cost is $5 per person.

Submitted by: Jim MoAgan, 4.tudent tepoiutek

(Simulation Page 5) 111(1
1:41
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WOULD I LIKE TO BE A RECEPTIONIST?

Do you think you would like to be a receptionist? If most of your

answers to the following questions are "yes,;' chances are you would enjoy

being a receptionist.

1. Do you like to meet new people, rather than spending nearly
all your time with a few friends you know well?

. . . yes

2. Do you enjoy writing short notes and taking down messages for
,people?

no

. . yes no

3. Do you like to edit what other people have written; that is, do
you enjoy reading and correcting what other people have written?, yes no

4. Do you make notes to yourself about things you want to do or
people you plan to see? yes no

5. Do you like to dress up? Would you like to work in a job where
you have to dress neatly and wear stylish clothes? yes no

6. Do ;you enjoy talking over the telephone even to people you don't
know well? yes no

* * *

Would you like to know more about Brenda Allen, the receptionist whose
place you took today at WOBY TV? If so,read below:

Brenda is a general receptionist at the WOBY TV studios. She

is happy to be a receptionist at WOBY TV because she looks on the
job as a way to "get her foot in the door" of the television in-
dustry. She goes to school nights and weekends to study modeling
and acting, and she hopes some day to be a television actress or
to model on TV.

As a receptionist at a TV studio, Brenda meets a lot of impor-

tant people. Someday some of these people may help her get started

in a TV career.

Brenda always tries to be polite and efficient in her job. She
knows that people are watching the way she does her work.

"I don't plan to work as a receptionist forever," Brenda says,
"but while I am here I want to be the best receptionist ever and if

I don't become an actress or a model, I could work as a receptionist

forever and be very happy."

(Simulation Page 6) 50
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UNIT 3

MIA MANAGER USES ADVERBS AM

ADJECTIVES ON THE JOB AT A TV STATION

PURPOSE

This unit deals with a particular career -,that of MANAGER in a TV

station. The unit is designed to reinforce the student's knowledge of
adverbs and adjectives and at the same time acquaint the student with the
occupation of manager.

MAJOR ACTIVITY

111 The simulation activities that follow this sheet present Activities
that a program manager at a TV station would encounter in his job. These

411
activities acquaint students with some things a manager does that might
involve using adverbs and adjectives correctly.

Before Class Begins:

1. Duplicate enough copies of the simulation packet (white sheets at the
end of this unit) to provide each student with a copy.

2. Read "Background Information of Managers" on page 47.

During Class:

1. Distribute the simulation packets, reading and discussing the first page

with students. Suggested discussion topics are given in the teacher's

key to the simulation which begins on page 41.

2. Remind students to use colorful adjectives on simulation page 3.

3. Ask students to complete pages 2 through 5 of the simulation.

4. When students have finished the first five pages, go through the simulation

with them, checking answers and discussing the topics shown in the teacher's

key.

5. After checking the simulation exercises, have students turn to page 6

to answer the questions and discuss the topics at the top of the page.

6. If time permits, use one or more of the discussion topics or activities

listed on the following page to conclude the unit.

38
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OPTIONAL ACTIVITIES

blo. Game: "What's My Liner': The purpose of this game is to show students
that managirs are found in many types of organizations. To do this,

either you or a student will assume the.ro.le of .manager in an organi

zatton and students th the class will try to find out what type of
organization you manage.

1. Divide the class into two teams.

2. Each team is allowed to ask ten questions in an attgmot
to discover what type of organization you manage. (Teams

should alternate in asking questions.)

3. If the organization you manage is correctly guessed on the

first question, the team that makes the guess receives 20

points. With each additional question asked, the point
value for a correct answer decreases by one point.

4. If no team correctly guesses the type of organization after

20 questions, no points are given for the game. Give the

class the answer and start the next game.

5. Keep score (you may want to appoint a scorekeeper) and the

team with the most points after five games is the winner.

6. After the entire game is over, discuss with students the things

that all managers have in common, (For example, all managers

supervise others, make decisions, plan operation of the organi-

zation, etc.)

Suggested organizations for which you may assume the role of manager

are listed below. You may want to write them on cards and have
students draw Card to tell for which type of organization they will
assume the role of manager.

Hotel or motel Ski resort.

Marina McDonald's Hamburger Drive-in

Football team Pet store

Bookstore Bakery

Motorcycle shop Shoe store

Automobile dealer Grocery store

2P Class Discussion: Have students assume the role of office manager

and discusi How they would handle the following situations.

. . . A receptionist who comes into contact with the public begins

wearing Levi's and a t-shirt to work. Since the company doesn't

have a formal dress code, no one has ever mentioned standards

of dress to her. You are afraid other employees will follow

her example and show up at work not properly attired. How would

you deal with this problem?

.
Leslie has worked for your company ten years and is one of your

best workers, He is so efficient he often finishes his work

ahead of schedule and goes to the other employees' desks and

picks up their work to do. Some of these other employees have

complained about Leslie being bossy and trying to run the place.

However, since Leslie does more work than any two of them, you

want to keep him happy. What actions could you take to remedy

the situation?
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. . .
Sharon Stromberg, a secretary, calls in sick for the day but later

that same afternoon you see her walking into the municipal swim-

ming pool, What should you do?

. . . A young high school student works at the McDonald's Hamburger

Drive-In that you manage. You are very pleased with the student's
work, but you have noticed that he is often 5-10 minutes late for

work. To avoid having his pay docked for being late, he has another

student clock in for him. How would you handle this situation?

Now that students have discussed some problems a manager runs into when

dealing with people, ask them:

a. Why is it important for a manager to be able to solve
problems dealing with people?

b. What do you think would happen if a manager ignored
"people problems" like the ones we just discussed?

c. What traits does a manager need to work well with employees?

d. What are examples of some situations in your own life that
require you to work out problems involving other people?

110 3 Have students write a descriptive paragraph about the school lunches

in your school. Ask them to use adjectives and adverbs to describe
how the food looks, the manner in which it is served, and so forth.

FIELD TRIP:

. . . to a local TV or radio station to get a picture of the different
types of jobs and how they interact with one another.

. . to any business that has a manager. The possibilities are infinite,

from a manager of a McDonald's Hamburger Drive-In to a manager of
a football team.

. to a business school or business college to observe the different
types of business training programs.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW;

. . a manager from a TV or radio station

. . a manager from a local business firm

. any employee working in a TV or radio station at an occupation

the students are interested in.

(See Interview Guide in Appendix for procedures on conducting a class

interview.)

ADDITIONAL OCCUPATIONS IN THE COMMUNICATIONS INDUSTRY

THAT STUDENTS MAY WISH TO EXPLORE:

(See Optional Activities section of Unit l)
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11/
Simulationyage 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they
are acquainted with any
people who are managers.

b. If so, ask whether they think
that the managers they know
really do the types of things
described here.

c. Ask students to describe
other types of work performed
by the managers they know,
and in what type of organizations
they work.

AlkIn a discussion develop the idea
lerthat managers must:

sp. be able to make decisions that
benefit their company.

b. be willing to oversee the work of
others.

c. be effective at communicating with
their employees and their superiors

d. keep abreast of changes (economic
and social) which could affect
their company.

UNIT 3
TEACHER'S KEY

SNIT 3

NW A IMAGER VSES AOVERSS AND ADJECTIVES
SN THE JOS AT A TV STATION

_ The activities on the next four pages ara
tasks that Allen Lacy does nearly every day.
Today you are going to take his p e as general
manager at WOBY-TV, a small TV station in

a rural community.

4:105i

gai

2. DEALING WITH PEOPLE

N2111111

1. WRITING AND EDITING REPORTS

3. INTERVIEWING PROSPECTIVE
EMPLOYEES

41
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111 grassy.

03: long, endless, tortuous, difficult,
tiring, exhilarating, exciting,
painful, action-packed, or leisurely,
pleasant, enjoyable, short.

Simulation page 2

CHECK:

Given below are sample answers
for the blank spaces. Undoubtedly,
students will use some words not
on this list. Discuss with students
how choosing descriptive adverbs and
adjectives makes thr story interest-
ing. Also, point out that the entire
tone of this story depends on the
type of adverbs and adjectives the
student used.

1: happily, well,successfully,
winningly, surprisingly,
profitably, gratifyingly.

2: hard, tough, difficult, wicked
several, hilly, dusty, rough,
tiresome, grueling, tortuous,
bumpy, rocky, steep, harsh,
tedious, or easy, elementary,
smooth, gradual, beautiful,

4: jauntily, proudly, beamingly,
boastingly, selr-assurably,
jubilantly, exultingly, flippantly,
cockily, excitedly, happily.

5: slowly, quickly, painfully, hastily,
gingerly, carefully, deliberately,
cautiously.

6: cool, restful, quiet, refreshing,
shadowy, dim, dark, peaceful.

7: cold, refreshing, cool, big, tall,
frosty, icy, frothy, foaming,
carbonated, fruit.

EDITING NEWS STORIES

Allen Lacy is responsible for the program schedule at station llOBY-TV.
Each evening before the MINN goes on tne air. Allen reads and edits the
script for the news stories beim: reported that evening. Besides making
sure that the news stories are accurate, he must be sure that they are
interesting to the viewers. Often he must add words that make the meaning
clearer or describe more vividly events that took place that day,

This is part of a news item describing a cross-country motorcycle rally.
Add words in the blank spaces below to make the story more exciting and
descriptive.,

FOR Neva--Snorts Section DINE: August 20

TINE: 6:00 and t0:00

This ecorlhing , August day ended i for

Jerry Brownlee, shown streaking across the finish line on the cro.s-

country course at Devil's Gulch Track. This course, described by many as

2 , took Jerry nearly two hours

to complete. An excited and mud-covered Jerry re,lied

You Bettcha," when asked if he thought the best man had won the race.

Jerry was then unavailable for colment as he walked

towards the shade for a r2 drink.
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Simulation page 3

CHECK:

The students have used colorful
and descriptive adjectives in
creating a catchy advertisement.

Some possible adjectives are:

hot, spicy, steaming, flavorful,
pepperoni (or any other topping),
zesty, cheese-covered, tangy,

411 delicious, delectable, tasty,
savory, and so forth.

Optional Discussion Topics

Ask students to name several
commercials that appeal to them
and what is it about the com-
mercial that attracts them?

Ask students what jobs they
might like to have that include
writing many advertisements.

WRITING CCHMERCIAIS

A large portion of WOBT-TV's income is obtainei from selling time for
IV coemercialS. Before the u-rcrcial is Down nn the air. Allen Lacy
previews it and suggests catchy slogans.,

Antonio's Pizzeria is purchasing time for a 30cecond com.er,iol that
will advertise pizza. Allen lacy %ants the corrnrcial to te so aoo,aIing
that it will "rake the view's ro.ith water.' Allen enjoys Cte chlilenne
of creating Just such a commercial. hhaCcould he write in less :Jan 50
words that would rake the pizza aeOetizing to viewers?

Antonio's Pizzeria Commercial Air TiTe: 8:15 Program: Good Ties

IVIRIIIO'S PIZZERIA

At Antonio's, we turn pizza into
'perfection-. So perfect, in fact,
that one bite of our zesty, steam-
ing pizza will convince a non-
believer about the virtues of a
savory Antonio's Pizza.
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Oimulation page 4

CHECK:

The incorrect words are marked
through and the sentences are

corrected.

Discuss with students which
errors deal with adverbs and
which with adjectives.

Standard English usage dictates:

I am a hostess

REVIEWIM APPLICATIONS FOR IXPL.OYNENT

Alyce Gordon, host of a morning talk
show, is leaving WOBY-TV and

Allen Lacy,is anxious to find a suitable replacement for her. Shownbelow is part of an application
form which Maria Alexander, who is inter-viewing for the opening, filled out. As Allen looked over this sectionof the application form, he noticed thatMs. Alexander used three wordsincorrectly. Locate these words and change

the sentences to read correctly.

ILMOLIENCIT.. MAY WS CONTACT YOUR mum" [4.4.0YLIN RIOARINNO YOUR LYORIS L tken.oywerm ILTA RY MTN YOUR ARCS SAT ON LAST TOR ANO MONK LACK. II YOU ALLO Oi NT JOSS ...RUT MTN ONt Thin° ..... ow/ALIA 40.SLIARATILLY.1, moat skacc IS Hato<0.
ATTACH AMOTNICII PAO! SET WIN TNT SAM( MANNCII.

Las"curgeritnNvaa
Raffia .Station lerk4

OSMIUM
NO0PC21 1900 W. Prince. Uttloton
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11/
Simulation page 5

CHECK:

Number three is the ideal answer
because Mr. Lacy is making certain
Jeff understands company phone policy
and realizes he is expected to follow
the rules. If the problem of Jeff's
personal phone calls arose again,
Mr. Lacy would have grounds for
disciplinary action.

Optional Discussion Topic

. Discuss with students which answers
Ask they chose. Ask the students what
lip reason they had for making the

various choices.

DEALING WITH PEOPLE

Jeff Jones is a typist at station WOBY -TV and works for Allen Lacy.
Lately, when Mr. Lacy has walked past his desk, he has noticed that Jeff
is often on the telephone. One day he urgently needed to talk with Jeff
about a report to be typed and mailed out that afternoon. As Mr. Lacy
stepped up to Jeff's desk to discuss the report with him, Mr. Lacy over-
heard him making plans with his girlfriend for that evening. Mr. Lacy
returned to his office and waited 10 minutes until Jeff got off the
telephone.

Mr. Lacy realized that Jeff was using work time to chat with his
girlfriend and that the situation must be remedied. Check below which
approach you think Mr. Lacy should take.

1. Say nothing and let the problem take care of itself because
Jeff was 18 years old and probably wouldn't date this girl-
friend for very long anyway.

2. Tell the other workers in the office to keep their ears open
and let him know when and how long Jeff was on the phone making
personal calls. In this way, Mr. Lacy could confront Jeff with
the facts when he talked to him.

VV 3. Ask Jeff into his office to explain company phone policies;
then explain why it is necessary to obey them.

4. Ask the head secretary to give Jeff a copy of company policies
with the part on phone calls underlined in red.

(Simulation Page 5)
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OSimulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify available reLources

40
for interested students to use
in explaining this occupation
in greater depth. Also, work

Alkwith the business and office
Wresource teacher to develop

additional exploration
activities related to this
unit.

'ono 1 LIKE THIS TYPE OF CAREER?

1. Do you like to write reports
for your classes? yet RI

2. When you cad a group of friends get
together. do you like to be the one
that decides what you all will do er
when you all will go? yes

3. Are you able to get along with a
variety of people --not just the
friends you in with most of the
time and feel comfortable with? yes 40

4. Mien )1u explain something to people. do they usually understand
Ghat re said - -that is. they don't adsinterpmet whit you told
them er est you waht you meant? yes me

f. Areyou able to 'keep your cool. when others *round you
art frustrated or irritated?

6. De you often take the Initiative in completing school
assignments or chores at hors rather than being reminded to
sety-our.work done? . . . - .

yes tee

Pel M

Alien Lacy has worked at station Will -TV for six years. Wore starting
at LA. etation as a new writer, h. com7lated his bachelor's degree in
oomoNnialtions. M. going to eolleAs, ha worked part-tire as ass COWTOoril
and enjoyed ch. environment of a TV station so snots that when hs camslatad
sotbsys he went to work for 10:47.

Allsn's day is usually filled with a variety of activities. Ae Met deal
with &penal problems as they arise CeveM as a Strike by newasen) and still
keep the routing operations running snoothly. ohs Job dmovis ins undivi:ded
attention am:IA:Um rust elsrys bmi alert, flor:ble, and decisive. en occasion,
Am swot stay et the studio until nuts o'clock at night to valve a prob:.m.

Allan ennui a very good salary fVr,tha reeponsibla position hs ;IOWA. I.
and hi. family ars able to take a WO...Ie.( vacation earn year, belong to Ow
country alub, and UPI 1711 a beautiful none. Although Ouse COn110.14MOSI 4J7l
mice, Allen amid not Lurk at Kato, program manager if he did not racism
satisfaction from hie work. Ons of the things that Al:en most enjoys to
=tithing en evening of rr at haw and knowing that dam to his haunt work behind
the saints, pospla are abbe to enjoy 1,087mTV.
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BACKGROUND INFORMATION ON MANAGERS

There are managers in many different fields (and at many levels)

within the business sphere. However, all managers (from the one-man-

business to the ..op managers of large corporations) have much in common.

Their main job is leading their organization toward its specified objectives.
This is called "Management By Objectives".
Main Tasks . Helps formulate and attain organization goals and

objectives

. Plans and implements company (or department) policies
and procedures (such as Sales, Accounting, etc.)

. Writes and analyzes company reports

. Makes decisions regarding budgets, contracts, and
similar matters

. Communicates with both company personnel and the public
through correspondence, telephone, meetings, etc.

. Supervises employees; directs and plans work of others

Often Done . Represents company to the public

. Manages support serviced (such as maintenance on equipment)

. Oversees development of new products

. Advises organization in specialized areas (such as scientific,
engineering, or data processing)

Skills and . Communicates needs and wants to personnel clearly and tactfully
Capabilities

Deals with people effectively, delegates authority and exerts
Required

consistent leadership

. Is decisive

. Has good working knowledge of company functions and policies,
as well as basic overall understanding of economics, account-
ing, human relations, finance, etc. (Degree in Business

Administration, or related field, is often required.)
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MINT MATERIALS

Following is a six-page "Manager Job Simulation" which is to
be duplicated, collated, and stapled into packets for student
use.

The simulation contains activities that might be performed by
a manager and it requires students to make decisions regarding
adjective and adverb usage.

The teacher's key and discussion guide for the simulation are
found on the preceding pagest

48
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UNIT 3

HOW A MANAGER USES ADVERBS AND ADJECTIVES
ON THE JOB AT A TV STATION

The activities on the next four pages are tasks that Allen Lacy does
nearly everyday. Today you are going to take his place as general manager
at WOBY-TV, a small TV station in a rural community.

2. DEALING WITH PEOPLE

1, WRITING AND EDITING REPORTS

3, INTERVIEWING PROSPECTIVE
EMPLOYEES

(Simulation Page 1)
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EDITING NEWS STORIES

Allen Lacy is responsible for the program schedule at station WOBY-TV.
Each evening before the news goes on the air, Allen reads and edits the
script for the news stories being reported that evening. Besides making
sure that the news stories are accurate, he must be sure that they are
interesting to the viewers. Often he must add words that make the meaning
clearer or describe more vividly events that took place that day.

This is part of a news item describing a cross-country motorcycle rally.
Add words in the blank spaces below to make the story more exciting and
descriptive.

FOR: NewsSports Section DATE: August 20

TIME: 6:00 and 10:00

This scorching , August day ended for

Jerry Brownlee, shown streaking across the finish line on the cross-

country course at Devil's Gulch Track. This course, described by many as

, took Jerry nearly two hours

to complete. An excited and mud-covered Jerry replied

"You Bettcha," when asked if he thought the best man had won the race.

Jerry was then unavailable for comment as he walked

towards the shade for a drink.

(Simulation Page 2)

50

G3



WRITING COMMERCIALS

A large portion of WOBY-TV's income is obtained from selling time for
TV commercials. Before the commercial is shown on the air, Allen Lacy
previews it and suggests catchy slogans.

Antonio's Pizzeria is purchasing time for a 30-second commercial that

will advertise pizza. Allen Lacy wants the commercial to be so appealing

that it will "make the viewer's mouth water." Allen enjoys the challenge

of creating just such a commercial. What could he write in less than 50

words that would make the pizza appetizing to viewers?

Antonio's Pizzeria Commercial Air Time: 8:15 Program: Good Times

ANTONIO'S PIZZERIA

(Simulation Page 3)
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REVIEWING APPLICATIONS FOR EMPLOYMENT

Alyce Gordon, host of a morning talk show, is leaving WOBY-TV and
Allen Lacy,is anxious to find a suitable replacement for her. Shown
below is part of an application form which Maria Alexander, who is inter-
viewing for the opening, filled out. As Allen looked over this section
of the application form, he noticed that Ms. Alexander used three words
incorrectly. Locate these words and change the sentences to read correctly.

EXPERIENCE. MAY WE CONTACT YOUR PRESENT EMPLOYER REGARDING YOUR WORK & EMPLOYMENT?
YRS MO

X 1

START WITH YOUR PRESENT OR LAST JOS AND WORK SACK. IF YOU HELD DIFFERENT JOSS WHILE WITH ONE EMPLOYER SHOW EACH JOS
SEPARATELY. IF MORE SPACE IS NEEDED, ATTACH ANOTHER PAGE SET UP IN THE SAME MANNER.

PRESENT OR
LAST EMPLOYER Radio Station lam TEL. NO.44$2,_ 375i
COMPLETE
AODRESS Z900 W. Prince. Littleton, CO 80201
YOUR TITLE "Recipe Roundup" Program Hostess

410m1-1 am an hostess of the "Recipe Roundup" morning program. Duties
include talking to listeners on the phone, giving recipes over
the air and serving as hostess for guests. The program is
becoming more better as evidenced b, the fact that raising
ratings show our audience is increasing.

EMPLOYED

FROM December Z973

TO

LAST PAY PER

Present

$_7,6011
Mnrith

HRS. PER WEEK 35
SUPERVISOR'S NAME

Joe AZioto
NO. & KINDOFEMPLOYEE.S
YOU SUPERVISED:

Z secretary
Z receptionist

EMPLOYER TEL. NO

COMPLETE
ADDRESS

"'S 1R TITLE

(Simulation Page 4)
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DEALING WITH PEOPLE

Jeff Jones is a typist at station WOBY-TV and works for Allen Lacy.
Lately, when Mr. Lacy has walked past his desk, he has noticed that Jeff
is often on the telephone. One day he urgently needed to talk with Jeff
about a report to be typed and mailed out that afternoon. As Mr. Lacy
stepped up to Jeff's desk to discuss the report with him, Mr. Lacy over-
heard him making plans with his girlfriend for that evening. Mr. Lacy
returned to his office and waited 10 minutes until Jeff got off the
telephone.

Mr. Lacy realized that Jeff was using work time to chat with his
girlfriend and that the situation must be remedied. Check below which
approach you think Mr. Lacy should take.

1. Say nothing and let the problem take care of itself because
Jeff was 18 years old and probably wouldn't date this girl-
friend for very long anyway.

2. Tell the other workers in the office to keep their ears open
and let him know when and how long Jeff was on the phone making
personal calls. In this way, Mr. Lacy could confront Jeff with
the facts when he talked to him.

3. Ask Jeff into his office to explain company phone policies;
then explain why it is necessary to obey them.

4. Ask the head secretary to give Jeff a copy of company policies
with the part on phone calls underlined in red.

(Simulation Page 5)
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WOULD t LIKE TIUS TYPE OF CAREER?

Read the questions below and circle either "yes" or "no".
If most of your answers are "yes", you have some of the
traits required to be a manager.

1. Do you like to write reports
for your classes? yes no

. When you and a group of friends get
together, do you like to be the one
who decides what you all will do or
where you all will go? yes no

3. Are you able to get along with a

variety of people--not just the
friends you are with most of the
time and feel comfortable with?

4. When you explain something to people, do they usually understand
what you said--that is, they don't misinterpret what you told
them or ask you what you meant?

5. Are you able to "keep your cool" when others around you are
frustrated or irritated? yes no

yes no

yes no

6. Do you often take the initiative in completing school assignments
or chores at home rather than being reminded to get your work done? . . yes no

7. Do your personal strengths match those needed by a manager? yes no

8. Would you like to be a manager? yes no

Allen Lacy has worked at station WOBY-TV for six years. Before starting
at the station as a news writer, he completed his bachelor's degree in
communications. While going to college, he worked part-time as a cameraman
and enjoyed the environment of a TV station so much that when he completed
college he went to work for WOBY.

Allen's day is usually filled with a variety of activities. He must deal
with special problems as they arise (such as a strike by newsmen) and still
keep thc routine operations running smoothly. His job demands his undivided
attention and Allen must always be alert, flexible, and decisive. On occasion,
he must stay at the studio until nine o'clock at night to solve a problem.

Allen earns a very good salary for the responsible position he holds. He
and his family are able to take a two-week vacation each year, belong to the
country club, and live in a beautiful home. Although these conveniences are
nice, Allen would not work at WOBY as program manager if he did not receive
satisfaction from his work. One of the things that Allen most enjoys is
watching an evening of TV at home and knowing that due to his hard work behind
the scenes, people are able to enjoy WOBY-TV.

(Simulation Page 6)
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UNIT 4

A PROMOTION MANAGER

FOR WOBY TELEVISION STATION

(USING CONJUNCTIONS; PREPOSITIONS;

AND INTERJECTIONS)

PURPOSE

The purpose of this unit is to help students reinforce their knowledge of
standard English usage (conjunctions, prepositions, interjections) while acqu*inting
them with the type of work performed by a PROMOTION MANAGER.

MAJOR ACTIVITY

The major activity of this unit is a six-page simulation of the work performed
by Ed Roosevelt, a promotion manager employed by a television studio. The simulation
contains activities typical of those performed by managers in many organizations,
and the activities require students to apply their knowledge of standard English
usage. The suggested procedures for administering the simulation are as follows:

Before class begins:

1. Duplicate enough copies of the simulation packet (white sheets at the end of
this unit) to provide each student with a copy.

2. Read "Background Information on Promotion Managers" on page 66.

During Class:

1. Distribute the simulation packets, reading and discussing the first page with
students. Suggested discussion topics are given in the teacher's key, which
begins on page 60.

2. Ask students to complete pages 2 through 5 of the simulation. While they do
this, you may wish to read through the teacher's key.

3. When students have finished the first five pages, go through the simulation
with them. Check and discuss answers and discuss the other topics shown
in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6 of
the simulation packet to answer the questions and discuss the topics shown
on that page.

5. If time permits, use one or more of the discussion topics or activities listed
on the following page to conclude the unit.
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OPTIONAL ACTIVITIES

1+ Have students select five of their favorite movie or TV stars or musical
groups; then research the five stars or groups to find as much information
as they can about each. (Suggestion: divide the class into five groups
and have each group research one star or group.)

Assume the stars are going to appear in a marathon benefit to raise money
for crippled children (or other). The students are to prepare posters,
newspaper ads, radio and TV spot announcements, etc., to advertise the
stars and tell about the benefit. (Suggestion: this activity provides
a good opportunity for a joint activity of the English and art classes.)

The class may want to appoint a Promotion Manager to coordinate the activities
of the class or of groups within the class.

2+ Play The Management Game*. In this game, students see how a good manager
may take a given action and make it seem appropriate to a number of situations.
In other words, the game is designed to show the importance of diplomacy in
manager activities.

Preparation:

(1) Make one set of Situation Cards (page 58 ) and one set of Manager
Action cards (page 59 ).

(2) Divide the class into two teams of 12 or fewer students each, with
an equal number on each team. One team is named the "Situation
Team" and the other the "Manager Action Team."

Assign the remaining students to be the panel of judges who determine
which team scores each point.

Procedures:

(1) One person from the Situation Team draws a situation card and one
person from the Manager Team draws an action card.

(2) The person from the Situation Team presents the situation described
on the card he drew. The person from the Manager Team must use the
action described on the card he has drawn to respond to the situation- -
making his action seem logical. He will have 30 seconds to think
out his strategy after the situation has been presented.

Example: You may think that a situation in which a worm was found
in your coffee beans couldn't possibly be acted on by
writing a letter of compliment. However, you can make this
action seem logical. A letter of compliment would be
written about the fine quality of the beans, your faith in
the sanitation standards of the company, and the health and
cleanliness of the worm.

(3) The judge(s) will decide whether the action taken by the "Manager"
seemed logical. If the action is judged to be "logical," the action
team gets the point; if not, the situation team gets the point. The

team with the most points wins.

(3)

*This activity is adapted from Consumer Education Curriculum Modules: A
Spiral-Process Approach (HEW Project Grant No. OEC-0-72-4678).
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FIELD TRIP:

. . .to a local radio or TV station to observe the complete operation
of a station and learn more about communications careers, including
management careers.

. . .to any local business or manufacturing firm to learn more about the
work performed by managers, especially managers charged with the
responsibily of promoting the products or services of the firm.

(See Field Trip Guide in Appendix for field trip procedures.I

INTERVIEW:

. . .a promotion manager of a TV or radio station.

. . .a promotion manager or general manager of any local firm.

. . .an employee in any occupation that students are interested in at a
radio or TV station.

(See Interview Guide in Appendix for procedures on conducting a group
interview.)

ADDITIONAL OCCUPATIONS IN THE COMMINICATIONS INDUSTRY

III THAT STUDENTS lietY WISH TO EXPLORE:

(See Optional Activities section of Unit l)
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SITUATION CARDS

You order some paper
for immediate delivery
and the stationery
supply store loses the
order.

Your secretary gives
you a box of chocolates.

You receive many
compliments on an
expensive picture
you have hanging in
your office.

The price on an elec-
tronic calculator was
$989.50. When the bill
comes the price on it
is $999.50.

You have the office
draperies cleaned and
they fall apart.

You have just received
an unexpected raise in
salary.

The phone company bills
your organization for a
long distance call you
didn't make.

You went to a convention
and paid for first class
on a plane flight. You

were seated in the rear
of the plane.

The repairman just over-
hauled your typewriter.
Now it sounds like a
jackhammer.

Your secretary worked
three hours overtime
to finish a special
project for you.

You paid for a dozen ink
pens and the box only had
10 in it.

A $50 plant you bought
for the office died two
days after you bought it.
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ACTION CARDS

Cut on Lines:

SCREAM WRITE A LETTER
OF COMPLAINT

REPORT THE INCIDENT
TO A CONSUMER S
BUREAU

PICKET
FORM A CONSUMER
GROUP TO PROTECT
OTHERS

WRITE A NASTY LETTER

FILE SUIT
REQUEST A REFUND WRITE A LETTER

OF COMPLIMENT

RETURN IT AND
COMPLAIN

MAKE A PUBLIC SPEECH
ON FRAUDULENT PRACTICES

WRITE A LETTER TO
YOUR NEWSPAPER EDITOR
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UNIT 4

TEACHER'S KEY

Simulation page 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they
know anyone whose job is to
promota product or service.

b. Ask students what traits they
believe are important in pro-
moting products and activities.

Next, ask them to think
to themselves which of these
these traits they possess.

Emphasize that different
people possess different
traits; it is not necessary
or good for all of us to
possess the same traits.

c. Develop the idea that a
IIImanager should build the morale

of the people he or she super-
vises. Ask students to suggest
ways a manager can enhance the
self-images of others.

UNIT 4

WORKINS AS A PROMOTION MANAGER AT A TELEVISION STATION

TM Promotion Department of VONT managed by Ed Roosevelt. handles

the advertising and public relatsons for the station. As Pranotlon Manager,

U plans special campaigns and publici:es the programs of '..03Y. To publi-

cise the programs. he uses radio and fi announcements, net.spaper advertise-
ments, billboards, direct mail advertisements. and other means to call

attention to station activities.

Today you are going to help Ed in his work as Promotion Manager. As

a promotion manager, you will . . .

elsPi

1. GIVE CLEAR INSTRUCTIONS :A::

2. BUILD EMPLOYEE MORALE 3. FLAKE DECISIONS

4, PREPARE LETTERS

OR MEMORANDUMS

60
73



emulation page 2

CHECK:

Correct placement of prepositional
phrases should be indicated as shown
in the illustration at the right.

Optional Discussion Topics

. Have each student make up or find
an example of a sentence in which
a misplaced prepositional phrase
changes the meaning of the sentence
or makes the sentence ambiguous.
Students might draw cartoons to

w illustrate the confusion caused by
the misplaced phrases in the sen-
tences they submit.

GIVING CLEAR INSTRUCTIONS

As you listen to Ed Roosevelt give instructions to Larry Nash, his
secretary, you notice Larry is often confused by the instructions. The

following are sooe of the things Ed has said to Larry during the day.
Notice that because the prepositional phrases are misplaced, the sentences
can be misinterpreted - -as the illustrations show.

Show where you, as a manager, would have placed the prepositional
phrases to make the Instructions clearer.. The first sentence is done
as an example.

? 1

Shortly after he arrived at work today, Ed told Larry:

Larry, please take this dictation and give a copy to

Mr. Lacy@ shorthand).

Later, Ed handed ...arry a letter and said:

Please get this letter out and ask Brenda to come to

my office in today's mail.
.

..

li4.

ill=
Just before noon, E.: gave Larry a rough draft of a letter
and said:

When you have time, type this letter and give it to--
Al Lacy on electric typewriter

tOlt..4.n vy,d
After lunch, Ed told Larry: -- ---
Please post a notice

V.to employeen the bulletin board
n
÷

1°

e
1ik,

explaining our new working hours.

i

Wi
-

)

Before leaving to catch a plan..? to New York, Ed said

to Larry:

Please tell Al Lacy I will call him,to discuss the
7,-

new showr(Fr1the airporq.
--
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simulation page 3

CHECK:

Sample responses are shown in
the illustration at the right.
Student responses will vary,
but they should all begin with
an interjection.

BUILDING GOOD MORALE AMONG EMPLOYEES

To be successful, a manager must have loyal employees. A manager
builds morale and loyalty among employees by showing a personal interest
In the welfare of each employee. One way to show interest in an employee
Is to show happiness when the employee has good fortune such as a promotion,
salary increase, etc. For example, when Brenda Allen recently received
a raise in salary and told Mr. lacy about it, he reacted as follows:

Brenda: Mr. Lacy, I'm so excited: I just found out I'm
getting another raise.

Mr. Lacy: Great! Marvelous! I'm really happy for you, Brenda.
You deserve a raise, and I'm happy you are getting it.

Notice that Mr. Lacy showed Brenda that he really is happy for her
by his exclamations of "Great:" and "Marvelous!". Words used like this
to show emotion are called interjections. One often hears people use
interjections like "Really!, Great!, Fantastic!, Oh!, Wonderful:; etc.

INSTRUCTIONS: Show by writing in the space provided below what you,
as manager, would say in response to each of the following statements made
by Larry Nash, your secretary. Use at least one interjection in each of
your responses. (You may wish to use only interjections.)

Larry: I've just heaad that I pa4aed the nationat exams boa Centiged
Pnivate Secnetany and that 1 mat be the put mate Centilied
Private See/ataxy us the nation.

Your response: Cunt: You may atatt a trend touttd mote men going into

seenetwant eaneens. We neatly need moat men ACtitallatA tike you.

Larry: AG°, I have just been ttectui pteaident by the tout athtetic
aaaocisation.

Your response: Reatty: You au so conseientivus. I'm bate you wilt

do a very good job as pteaident (26 the aseociation.

The neat day. . .

Larry: I've iiniahed typing ate the rnatettiat, On the new pumotion
campaign! By staying at the °Wee untit S p.m. yesteadny,
I KU4 able to get that job corptetely iinAAhed.

Your response: Ihat'a wondequi! We can aturaySdepend on aou. I'm

vtny phased you have the PvtleA6114 taped so ga4chty.
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Simulation Page 4

CHECK:

Items checked in the illustra-
tion at the right are
recommended. However, students
may have checked other items.

The primary purpose of this
activity is to demonstrate
the types of decisions that
promotion managers or others
responsible for advertising
must make.

Ask selected students which
items they have checked and
their reasons for checking

Aft each. The class can then
I/discuss the logic of using

each type advertisement.

MAKINS DECISIONS

As Promotion Manager at NOBY TV, Ed Roosevelt is responsible for ad-

vertising NOBY programs. The Jackson Five rock group will apoear on the

NOSY Midnight Special program the last Friday of the next month. Ed asks

you to decide how the Jackson Five program should be advertised.

INSTRUCTIONS: Show what types of advertising media you will use to ad-

vertise the Jackson Five program by checking the proper boxes on the

'Promotion Instructions' form below. Read carefully the advantages and

disadvantages of using each type of advertisement before making your choice.

The time of the Jackson Five Program is 12 midnight. The date is the

last Friday of next month; check your calendar to find the date.

Se prepared to tell your reason for choosing each type of advertisement.

PROMOTION INSTRUCTIONS

Program or Activity Su ck Sarlz cf, f (f) riOrRnt

Date and time of Program/Activitr( ?111.70Y1C) A'Ia) rn, t d niaht
(date) (time)

Promotion of this program or activity is to include:

roTV Spot Announcements
(do a good Job of reaching our regular audience but do not
reach people who are not regular viewers of NOBY)

5;1 Radio Announcements
(reach many people who do not regularly watch TV, but many
of our regular viewers do not listen to the radio)

roNewspaper Advertisements
(a good promotion technique because most television viewers

check the TV schedules)

r---1 Billboard Advertisements

(limited value because we do not own our own billboards and

frequently two or more months are required to get ads posted

on several billboards)

EDDirect Hail Advertisements
(provides excellent coverage because most people read their rail

fairly carefully, but a direct mailing to all persons in our

viewing area is very costly)

14-tatslien:a )4144,)
(signature)
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Simulation Page 5

CHECK:

Changes that should be made
in the memorandum are shown
at the right. Discuss why
some commas have been deleted
while others have not. For
example, in this memo:

. some sentences are compound
and the commas are therefore
used to separate the independent
clauses;

. some sentences have commas
separating compound verbs or
compound subjects; these should
be deleted and replaced with
conjunctions; etc.

discuss the standard use
II, of "neither. . .nor" and

"either. . .or."

PREPARING LETTERS AND MEMORANDUMS

Ed usually dictates his letters and memorandums to Larry, his secretary.
However, when Larry is out of the office, Ed may write the letter or memo
quickly by hand and give it to Larry later to type. When Ed quickly writes
letters and memorandums by hand, he has a bad habit of leaving out conjunctions
or using conjunctions incorrectly.

Ed wrote the following memo by hand.' He asks you to read it to
make any necessary corrections and then give it to Larry to type.

INSTRUCTIONS: Read through the memo, correcting or inserting conjunctions
when needed. If necessary, cross out or add commas when you insert the con-
junctions. The first two sentences have been corrected already.

W CIB Y TV

MEMORANDUM

To: Robin Retches, Graphic kits Depantment

FROM: Ed Rooacvett

SUBJECT: Change in Satanday manning program

DATE: June I, 197 -

The 41:781/ Saturday mooting ptogtam, The Chipmunks," L being
1KNA44,4-

diseontinue41vAtuvra seem to he tinting o$ it. We are neither hauPY ear /161i
tXst,tad to ACe the p4ognam go olf$ the ait. It ma a good pugum, At 4.4 time
Aion something new.

be<I0u5C..
The new Saturday molesting pupas+ wilt be a comedy,Allutt is the

type pnoytam out vcareita have been askAng tort. the comedu wi.tt be about

"Iicat"Aive"4"'ecilmldwadoPtAixtioevicted inom apatt-
<4'444ment. Joe's 14.6e says that either the lion max she mat ao. The stow

nevotves mound Joe4 ettottJ to build a (Inietutship between his wire and

the Lion.

arra
katy Evant,Colcne Guy witt be the stake of the new show, anncL

Eddie Simpson .ptt be the guest sten seveAltt ifeatunes. Auditions On

the pant ol5 the Lim are being held An Lion Country Saatt in (04 Angeles.

Can you provide tia with nowt ideas cta 15oa the new p4OPAM?
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Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources'to which

Iltudents who are interested
in this occupation can go

Amp explore the occupation
grurther. Also, work with

the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

iCOLD I LIKE THIS TYPE OF 113RKt

I. Do you like to try to persuade other people to try the
things you tike? yes no

2. Are you able to sell your Ideas to otheri?yeS no

3. Do you like to rake decisions? yes no

4. Can you give Instructions clearly so that other people
understand then? yes no

5. Do you encourage and praise others when they do things
well? yes no

I. Gut you think up catchy phrases? yes no

If most of your answers to the above questions were 'yes', chances are you would
::ily being a innager and working to proMOte prodocts or services fn which you

List all your traits that you think would help you to be a successful reneger:

List all rur traits that you think would keep you from bang a successful manager:

Review your /Infidel to all the above questions. Do your think promotion aunagenlene
night be One of the careers in which you could be happy and successful?

(SbialationPage
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BACKGROUND INFORMATION ON PROMOTION MANAGERS

In many organizations the sales manager directs advertising programs

that, will attract customers to the organization. However, many large ,,rganization.f

hart.' a special managercalled Promotion Manager- -whose primary job is is direct

the advertising program.

Main Tasks of . Plans and supervises the preparation of promotional
Promotion brochures and displays; arranges for newspaper
Manager advertisements and other publicity

. Confers with the general manager and department heads
to determine advertising needs

. Makes decisions regarding promotion department's
budget and promotional services

. Directs and supervises employees who prepare
promotional correspondence

. Confers with officials of newspapers, radio and
television stations, billboard advertisers, and
advertising agencies to negotiate advertising
contracts

. Reviews and approves advertising proofs before they
are released for publication

. Selects and trains new personnel in the promotion
department

SkiZZs an . Writes clearly, simply, and creatively
Capabilities
Required . Has a basic understanding of communications, advertising,

psychology, human relations, economics, and finance

. Communicates needs and wants to personnel clearly and
tactfully

. Holds a degree in business administration (with
speciality in advertising or marketing) or has
some college training and several years experience

People who want to become promotion managers generally begin their

careers by working in sales or office jobs in the sales or promotion depart-

ment. With experience, they may move to assistant management or management

positions.
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STUDENT MATERIALS

Following is a six-page "Promotion Manager" simulation which
is to be duplicated, collated, and stapled into packets for student
use.

The simulation contains typical activities performed by a

promotion manager and requires students to work with conjunctions,
prepositions, and interjections.

The teacher's key and discussion guide for the simulation
is found on the preceding pages.
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UNIT 4

WORKING AS A PROMOTION MANAGER AT A TELEVISION STATION

The Promotion Department of WOBY TV, managed by Ed Roosevelt, handles
the advertising and public relations for the station. As Promotion Manager,
Ed plans special campaigns and publicizes the programs of WOBY. To publi-
cize the programs, he uses radio and TV announcements, newspaper advertise-

ments, billboards, direct mail advertisements, and other means to call
attention to station activities.

Today you are going to help Ed in his work as Promotion Manager. As
a promotion manager, you will . . .

1. GIVE CLEAR INSTRUCTIONS

2. BUILD EMPLOYEE MORALE MAKE DECISIONS

4. PREPARE LETTERS

OR MEMORANDUMS

(Simulation Page 1)
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GIVING CLEAR INSTRUCTIONS

As you listen to Ed Roosevelt give instructions to Larry Nash, his
secretary, you notice Larry is often confused by the instructions. The
following are some of the things Ed has said to Larry during the day.
Notice that because the prepositional phrases are misplaced, the sentences
can be misinterpretedas the illustrations show.

Show where you, as a manager, would have placed the prepositional
phrases to make the instructions clearer. The first sentence is done
as an example.

7 7

Shortly after he arrived at work today, Ed told Larry:

Larry, please take this dictation and give a copy to

Mr. Lacy (2 shorthand)

Later, Ed handed Larry a letter and said:

Please get this letter out and ask Brenda to come to

my office in today's mail.

Just before noon, Ed gave Larry a rough draft of a letter
and said:

When you have time, type this letter and give it to

Al Lacy on the electric typewriter.

After lunch, Ed told Larry:

Please post a notice to employees on the bulletin board

explaining our new working hours.

Before leaving to catch a plane
to Larry:

Please tell Al Lacy I will call

new show from the airport.

n $oo..d

to New York, Ed said

him to discuss the

(Simulation Page 2)
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BUILDING GOOD MORALE AMONG EMPLOYEES

To be successful, a manager must have loyal employees. A manager
builds morale and loyalty among employees by showing a personal interest
in the welfare of each employee. One way to show interest in an employee
is to show happiness when the employee has good fortune such as a promotion,
salary increase, etc. For example, when Brenda Allen recently received
a raise in salary and told Mr. Lacy about it, he reacted as follows:

Brenda: Mr. Lacy, I'm so excited! I just found out I'm
getting another raise.

Mr. lacy: Great: Marvelou§! I'm really happy for you, Brenda.
You deserve a raise, and I'm happy you are getting it.

Notice that Mr. Lacy showed Brenda that he really is happy for her
by his exclamations of "Great!" and "Marvelous!". Words used like this
to show emotion are called interjections. One often hears people use
interjections like "Really!, Great .', Fantastic!, Oh!, Wonderful!; etc.

INSTRUCTIONS: Show by writing in the space provided below what you,
as manager, would say in response to each of the following statements made
by Larry Nash, your secretary. Use at least one interjection in each of
your responses. (You may wish to use only interjections.)

Larry: I've just heard that I paszed the national exams
Titivate Secketany and that I wilt be the iiiitst mate Ceittiiiied

411 Titivate Secketalty in the nation.

Your response:

Larry: At 4o, I have jdzt been etected ptezident by the tocat athtetic
a&sociation.

Your response:

The next day. . .

Larry: I've 6ini4hed typing ate the mateitiat6 Sore the new promotion

campaign! By <staying at the o66ice untit 8 p.m. ye4tekday,
I ftlaz able to get that job compeetety

Your response:

(Simulation Page 3)
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MAKING DECISIONS

As Promotion Manager at WOBY TV, Ed Roosevelt is responsible for ad-
vertising WOBY programs. The Jackson Five rock group will appear on the
WOBY Midnight Special program the last Friday of the next month. Ed asks
you to decide how the Jackson Five program should be advertised.

INSTRUCTIONS: Show what types of advertising media you will use to ad-
vertise Ole Jackson Five program by checking the proper boxes on the
"Promotion Instructions" form below. Read carefully the advantages and
disadvantages of using each type of advertisement before making your choice.

The time of the Jackson Five Program is 12 midnight. The date is the
last Friday of next month; check your calendar to find the date.

Be prepared to tell your reason for choosing each type of advertisement.

PROMOTION INSTRUCTIONS

Program or Activity

Date and time of Program/Activity

(date) (time)

Promotion of this program or activity is to include:

TV Spot Announcements

(do a good job of reaching our regular audience but do not
reach people who are not regular viewers of WOBY)

[1 Radio Announcements

(reach many people who do not regularly watch TV, but many
of our regular viewers do not listen to the radio)

r---] Nqwspaper Advertisements
(a good promotion technique because most television viewers
check the TV schedules)

Billboard Advertisements

(limited value because we do not own our own billboards and
frequently two or more months are required to get ads posted
on several billboards).

Direct Mail Advertisements
(provides excellent coverage because most people read their mail
fairly carefully, but a direct mailing to all persons in our
viewing area is very costly)

(signature)

(Simulation Page 4)
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PREPARING LETTERS AND MEMORANDUMS

Ed usually dictates his letters and memorandums to Larry, his secretary.
However, when Larry is out of the office, Ed may write the letter or memo
quickly by hand and give it to Larry later to type. When Ed quickly writes
letters and memorandums by hand, he has a bad habit of leaving out conjunctions
or using conjunctions incorrectly.

Ed wrote the following memo by hand. He asks you to read it to
make any necessary corrections and then give it to Larry to type.

INSTRUCTIONS: Read through the memo, correcting or inserting conjunctions
when needed. If necessary, cross out or add commas when you insert the con-
junctions. The first two sentences have been corrected already.

To:

FROM:

SUBJECT:

DATE:

WOBYTV
MEMORANDUM

Robin Ftetchek, Gkaphic Ants Department

Ed Roosevelt

Change in Satutday morning pilogtam

June 1, 197 -

The WOBY Satukday monning pitogtam, "The Chipmunkz,n iz being

wensz zeem to be tiering it. We she neithek happy 04- /164/

sad to zee the pAogtam go oliti the aik. Lt toad a good ptogum, it id time

OA something nee%

The new Saturday morning program mitt be a comedy, that .La the

type ptogum out viewers have been asking OA. The comedy wLU be about

a taxicab &civet named Joe who adopts a tion, .Lo evicted linom hiz apakt-

ment. Joe's wise says that eithet the Lion non she must go. The stony

kevotvez (mound Joe's elitiokts to build a likiendzhip between hiz wise and

the tio4.

Marty Evans, Cotene Guy witt be the ztam os the new show,

Eddie Simpson witt be the guest scan os zevekat lieatutez. Auditions lion

the pant o s the tion cute being hetd in Lion Country Sa6alci in Los Angetez.

Can you provide us with some .ideas son zetz son the new pkogkam?

(Simulation Page 5)



WOULD I LIKE THIS TYPE OF WORK?

1. Do you like to try to persuade other people to try the
things you like' yes no

2. Are you able to sell your ideas to others?yes no

3. Do you like to make decisions? yes no

4. Can you give instructions clearly so that other people
understand them? yes no

5. Do you encourage and praise others when they do things
well' yes no

6. Can you think up catchy phrases? yes no

If most of your a,swers to the above questions were "yes", chances are you would
enjoy being a manager and working to promote products or services in which you
believe.

111 List all your traits that you think would help you to be a successful manager:

List all your traits that you think would keep you from being a successful manager:

Review your answers to all the above questions. Do your think promotion management
might be one of the careers in which you could be happy and successful?

(Simulation-Page 6)
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UNIT 5

COMPOSING SENTENCES

ON THE JOB

AS A DIRECTOR OF SALES

AT A -HOTEL

PURPOSE

The purpose of this unit is to give students practice in writing sentences
and analyzing sentence patterns while learning about the type of work performed
by a Director of Sales (Sales Manager) in the hotel industry.

S WUUR ACTIVITY

S The major activity in this unit is a six-page simulation of the work per,
formed by Betty Marasco, the Director of Sales for the Alpen Inn Hotel in Aspen,
Colorado. The simulation contains activities that might be performed by a di-
rector of sales, or sales manager, in any large hotel. Each activity requires the

student to write sentences and/or analyze sentence patterns. The suggested
procedures for administering the simulation are as follows:
Before class begins:
1. Dupl cate enough copies of the simulation packet (white sheets at the end

of this unit) to provide each student with a copy.

2. Read "Background Information on Director of Sales" on page 84.

During Class:

1. Distribute the simulation packets, reading and discussing the first page
with students. Suggested discussion topics are given in the teacher's key,
pages 78-83.

2. Ask students to complete pages 2 through 5 of the simulation. While they
do this, you may wish to read through the teacher's key.

3. When students have finished the first five pages, go through the simulation
with them. Check answers and discuss the topics shown in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6 of
the simulation packet to answer the questions and discuss the topics shown
on that page.

5. If time permits, use one or more of the discussion topics or activities
listed on the following page to conclude the unit.
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OPTIONAL SUGGESTED ACTIVITIES:

1140., Distribute copies of the sheet "What I Think!" (page 77 ) to students
and have them complete the 10 open-ended statements on the sheet. The
purpose of the activity is to give students an opportunity to practice
writing complete sentences and examine their own values in relation to
life and work. Students should not be required to turn in the completed
sheets since they may consider this an invasion of their privacy. Rather,
go through each item with the class and ask for volunteers to read their
sentences. Remember, there are no right or wrong answers.

2 Have students clip and bring in newspaper or magazine advertisements of
hotels/motels in which they would like to stay. Have students write to
the hotels or motels to secure brochures and price lists. When all the
brochures have been received and reviewed, ask each student to write
2 or 3 sentences describing the hotel or motel of his/her choice.

Ask students whether they enjoyed writing the descriptive
sentences and develop the idea that an important aspect
of the work performed by a Director of Sales for a hotel/
motel is writing such descriptive sentences.

3 Ask students to tell about hotels or motels in which they have stayed
on trips or vacations. Ask them to describe the types of jobs they saw
people working in at the hotels/motels. Develop with students the idea
that all of the jobs in a hotel or motel (from maid to manager) are
important to the smooth operation and success of the hotel/motel.

4 Ask students whether they have seen the movie "Hotel". If some did,
have them describe some of the problems of the hotel management and
hotel employees portrayed in the movie.

For students who want to know more about the hotel/motel industry, suggest
they read Conrad Hilton's book Be My Guest.

FIELD TRIP:

. .to local hotels/motels to see complete operation of the hotels/motels
and learn about hotel/motel careers. (See Field Trip Guide, Appendix)

INTERVIEW:

. . .Director of Sales (or Sales Manager) of a local hotel/motel

. . .Hotel/Motel Manager or Assistant' Manager

. . .Any other hotel/motel occupations in which students express an interest.

(See Interview Guide in Appendix for procedures on conducting a group
interview.

ADDITIONAL OCCUPATIONS IN THE HOTELMOTEL INDUSTRY

THAT STUDETS MAY WISH TO EXPLORE:

(The following are business careers in the hotel/motel industry; on the
following page is a list of all types of jobs available in the hotel/motel
industry.)

Assistant Manager; Resident Manager, Auditor, Cashier, Accountant;
Front Office Manager; Restaurant Manager; Restaurant Cashier; Room
Clerk; General Manager; Purchasing Agent; Catering Manager.
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Jobs available in the
hotel-motel industry.
Entry Jobs For BeginnersPositions for which

You may quality Without special training

Titre

Et pier s Helve.

da Bo.

Be i ma'

ElJsboy Weer

Dish Machine
Opersto

Doorman

Erevan:)
Operator

emir

Linen P
Arienoam
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iry Man

Waiter

Window
Via see.

Sit.nnoo Man

((' payment Description
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Preparalme

Fts,u0 Service

Kuril Orrice

For C Service
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Preparation

Front Office

F Office

i-40,,tekeeftel0

H' MMOing

Maintenance

Front °Mice

Houser. eying
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Fogg Service

Housekeeping

Housekeeping

Helps baker en mixing
Cough and baking
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area clean
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essigned by be
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rn chi...waning
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cleaning cames tc
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move, and duoanute
from Sc?"
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conveying verso'
or equipment
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general cleaning and
vacuuming
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linen room suP011eS
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guest rooms in order

General repair and
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Jot's For Persons With Special Training or Experience
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Taken from a brochure
prepared by the Brown
Palace Hotel for use
by the Denver Public
School Vocational Classes.

Title

Cashier

Engineer

Department Descriphoh

Opportunity
For
Advancement

Front (Ace
Manager

Hostess
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Pantry Worker
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Cashier

Room Clerk
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WHAT I THINK!

Completing open-ended or unfinished statements helps a person learn
more about himself.

The following are examples of open-ended statements that you are to
turn into complete sentences. Finish the statements honestly, telling
how you really feel.

1. If I were 21 years old, I would

2. If I worked in an office, I

3. People over 30 are

4. I believe most people work because

5. If I were a boss and my secretary came in late every day, I would

6. I like to be around people who

7. If I saw a fellow worker stealing on the job, I would

8. People who work in the same place for 30 years are usually

9. When the boss does something a worker doesn't like, I think the worker

should

10. The best way to get a promotion on the job is to

11. I am proud of myself because

When you have completed the sentences above, answer the following questions
silently.

Think back through your responses: Did more than one answer come
to mind when you were completing some statements?

What do your answers show you about yourself?
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Simulation page 1

Go over page 1 of the simulation
activity with students.

a. Ask the students whether they
are acquainted with any people
who direct sales operations.

b. If so, ask whether they think
these people really do the types
of things described here.

c. Ask students to describe other
types of work performed by
these people, and in what type
organization they work.

In a discussion develop the idea
a Director of Sales:

a Must be able to write letters
that encourage people to buy
the products they are selling.

b. Must use clear, direct, and
persuasive language.

c. Must be well groo'ed and
pleasant in order to create
a good impression on custom-
ers.

d. Must know and believe in the
product they are selling.

UNIT 5

TEACHER'S KEY

UNIT 5

HOTEL DIRECTOR OF SALES

Betty Marasco is Director of Sales for the Alpen Inn Hotel in
Aspen, a world-famous resort high in the mountains of Colorado.
Betty spends most of her time persuading organizations and groups to
Jhold their conventions at the Alpen Inn, answering inquiries about
hotel facilities, rates, roan schedules, meals, and activities
for groups staying at the hotel. Betty is being advanced

to Assistant Manager of the hotel
and you have been selected to
train for her position as Direc-
tor of Sales. On the following
pages are some activities Betty
normally does, but she has asked
you to do these activities as
part of your training.

* * *

ALP INN %Ont.

Description of facilitieo

ku. CP Pti.; r M. Cr PC.LP tea(
PICKS AVAILAPLE w0V CAN ,croquAre

IS to 300

to 20

1 to

DAII RAILS:
Pingia
?Yin 52*

SPCIAL rtAmpts Cr PO:P4S

SMilt la *tid n4 mn,i ,T.,,t,,
111Cfdrphn. n4 tad found erste.
Cmfpltint n4 soundproof wits
tioesla weir
Itoturot Ilthtint
CorpotIng ond soundproof wills
.lulltto chalkboards
Round codforosde tolos

gassers fornthInts
Color fel iiiii on
1sdloidual te*ttCUT tenttel
Hountoln oleos

SPECIAL nATIWI Or Mt AWES Ink

Den spssiatto Ours in Icuor ,Pby loPky
revon retteroits foecorins fonl!s fro. ercuki the writ
Dostel {Aker end mcloor peeie
.314 Lift hut owteil.n hotel
.Pree perking f* attache( tempo

(Simulation Page 1)
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Simulation page 2

411HECK:

Message written by students
should contain items shown in
the sample message at the right,
although wording may vary from
that shown.

Have students analyze the sen-
tence patterns in their messages.
You may want to have one or more
students read their messages and
have the class analyze the sen-
tence patterns.

Optional Discussion Topics.

. Discuss with the students
why they think it is im-
portant to write a brief,
clear message when writing
telegrams.

0 Reason: The charge for
telegrams is by the word;

Aft therefore, the message
II, should be short. It needs

to be written clearly or
the telegram does not
accomplish its purpose.

. What do you think High
Country Outfitters would do
if they could not understand
from your message whether
or not you had 10 single
rooms available?

High Country Outfitters
would either have to go to
the expense of calling you
to clarify your message or
they would book reservations
at another hotel.

. What do you think would happen
to you as Director of Sales if
the Alpen Inn Hotel lost busi-
ness because of poor communi-
cation on your part?

It is poosible you would be
reprimanded by a superior, or
even fired if too many accounts
were lost because of you.

WRITING SHORT MESSAGES

When the Alpen Inn Hotel receives a reservation request for a block
of rooms. Betty Marasco handles the arrangements herself. Western Union
delivered this telegram to Betty at 9 this morning and she must take care
of it right away.

-... wisa-- ,
. ..--*;;:i0;- 7610siillini

/'41itSIEMOURMIZIO .

..:..."=.4.1.=- Iti..
3 words Paid iti Cntry Out' =.11.r.r.'..:vv.-.rids*

',,
:-.6174767-orliTei------ -=. . ......

.

,....... Alpen inn Hotel -.....303/892-3071

....... Aspen. Colorado ....... 81611

Roseren ten single rnnms_nightc of
Artnher lc-in cord rnnfirmAtinn And
rates immediately.

....t,..;714/543-1067 Susan Jones. High Country f-N

Outfitters. 41-7S-TaTgarTi.. San Diego, CA 92103 Li

Betty asked you to send a return telegram notifying High Country
Outfitters that the hotel will be able to meet their request for rooms. In
the message you must include:

1. The number of rooms reserved
2. The dates rooms are reserved
3. The room rate (Rsfsr to the chart on the first page.)

Write a message on the form below. remembering to keep the message complete but
concise, including only words necessary to make the meaning clear.

Alpen Inn Hoteltur-=:.-.1r. .....
-1.)cra'gr

rarg-h. Country Outfitters trzr. Susan Jones
....,.. 4175 Bachman Place ......714(543 -1067

San Diego. California -- 92103

Ten singe tame coniusmed At nohts e6

OrtAhert 15-11 Pate 154 $1.1 out 'teem 04 each

Betty Marasco. Alpen_ inn__(:)
stlotel,_ASoen._Coloradg_80611
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Simulation page 3

CHECK:

Read the information written on
the confirmation form at the
right so students can check the
correctness of their forms.

Read through the letter from
Mr. Sumoto with students and
discuss how the unusual sen-
tence patterns make the letter
difficult to understand quickly.

Point out that even though
the necessary words are included
in a sentence, if the pattern
and structure of the sentence
are not'in accordance with stan-
dard English usage, the sentence
may be difficult to understand.
, -

Also, point out to students
*hat if they were to compose

letters in Japanese or some
Ago?her language foreign to them,
Wheir sentence structure would

probably seem very strange to
persons receiving the letters.
This is because the way words are
put together to fol-m sentences
varies from one langvage to

another.

Explain that the salutation used
in this letter (Dear Sirs) is
not used in modern business
letters. Explain that the trend
In business is to start aZZ lines
of a business letter at the left
margin (block style). Another
trend is to omit the salutation
and complimentary closing lines
in bowiness letters.

Optional Activities

. Have students rewrite the
letter from Mr. Sumoto, using
standard English structure.

. Read or have a student read
Sthe Sumoto letter aloud. Then
ask students to re-state in
their own words what Mr. Sumoto
said in his letter.

INTtRPRETING LETTERS RELATED
TO ROOM SALES

As Director of Sales, Betty
occasionally receives letters
from individuals or groups in
foreign countries. Some of
these letters are written by
people who do not know English
well and the sentence structure
is often unusual.

The letter at the right was re-
ceived in today's mail.

INSTRUCTIONS. Read the letter
as many tires as necessary to
understand what information tir.
Sumoto wants. Then fill in the
room reservation card below and
send it to Fr. Sumoto in Himoto.
Japan. (See page 1 for the
room rite.)

In the remarks section of the
card, tell Hr. Sumoto :mat
Swimming facilities are avail-
able at the Alpen inn Hotel.

Xlmoto, Japan

2 October 197-

Sales Director
Alpen Inn Hotel
Aspen, Colorado

Dear Sirs:

To Aspen I with wife on January 21 come to

stay five nights. Respectfully ask reservation

of one room for wife containing two bed:: and my-

self. Can do this? Also is there pool wife ask

me for swimming or not with water warmed?

?lease to rend a letter or something from

you that to above questions give answer. Also

to know the room how much it cost.

To hear from you with eagerness I wait.

Sincerely,

Imito Sumoto

Please excuse poor English I not know too well.

ALPEN INN HOTEL

Aspen, Colorado

I /

The Alpen Inn Hotel is pleased to confirm your 0,..1
---4-''reservation au follows:

Dates: From Januar, 21
(arrival)

Type of Room: °Single

Rate: $ :COO per night

Rera0s: Rotel has two heated pools-onc indoor and ono
outdoor pool.

to _imam 26
(Departure)

121 Twin 0 Suite
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imulation page 4

CHECK:

Check to see that each item
written by students contains
a sentence base (i.e., subject
and verb) and is a complete
sentence.

Have students analyze the sen-
tences they wrote to determine
the sentence pattern of each.

Sample sentences are given in
the illustration at the right;
however, each student is likely
to have sentences different from
those shown.

Optional Discussion Topics

111
Ask students whether they

Aft have ever bought anything
II, or gone any place new because

of a sales letter they have
read or an advertisement
they have seen.

Ask students to tell whether
they think Aspen would be
a good place to vacation and
to give their reasons.

Discuss the fact that a
good sales letter creates
an interest in the item
described. The Director
of Sales must be able to
write a good sales letter.

. Have students write a sales
letter or develop a brochure
from the sentences they have
written.

CREATING SENTENCES FROM IDEAS

One of qttty'S most important tasks as director of sales Is to convince
groups that toe Alpen Inn Hotel is a good place to hold their conventions.
Conventions are Important to hotels such as the Alpen Inn because they help
to keep the hotels filled with guests.

The following are ideas that Betty has jotted down for a letter she Intend:
to send to various organizations and groups to encourage them to hold their con-
ventions at the Alpen Inn.

Instructions: Betty asks you to develop each idea below into a sentence
or two that cirriTter be used in letters to organizations and groups that are
planning conventions. Cetty has done the first sentence as an example.

ALPEN INN HOTEL Notes from the desk of
Aspen, Colorado Betty ilarasco

Ideas fo.r. sales letter*

Asoen--blue skies, sunshine 340 days a year

40A,N,

Olosir r"
Alden Inn Hotel:

Ai areas--4 major :thin six riles

The Alpen Inn Hotel is one of only a few convention sites in the
world that can boast four rajor ski areas within six riles of the
hotel.

Ai pc-ties in winter, cookouts and horseback rides in summer

At the Alpen Inn. Betel guests can select from a variety of activities
r.,nging from ski parties in the .rioter to cook -outs and horseback
rides in the summer.

Floor show and dance bands year round

For those who don't want to venture into the outdoor., the Alpen
Inn Hotel offers floor shows and dance bands year 'round.

18-hole golf course, olyrpic-size swiming pool

If you are °ports minded, bring along your golf clubs and rake use of
the 18-hole golf course after you have finished swimming in the
Olympie-rise 'winning pool.
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Simulation page 5

S
CHECK:

Check to see that each sentence
written by students contains a
sentence base (subject/verb) and
is a complete sentence.

Sample sentences are shown in
the illustration at the right.
Each student is likely to have
sentences different from those
shown; however, the sentences
should provide all the infor-
mation called for in Ms. Fin-
ley's letter.

Optional Discussion Topic

. Have students analyze the
sentences they wrote to deter -

smine the sentence pattern of
each.

M.
Have students compare the
letter style used by
Ms. Finley (full block with-
out salutation or compli-
mentary closing lines) with
the style shown in the
Sumoto letter. Explain that
many businesses are now using
the letter style used by
Linda Finley.

ANSWERING INQUIRIES ABOUT

HOTEL FACILITIES

Because you are preparing to take
Betty Marasco's place as Sales
Director for the Alpen Inn Hotel,
she asks you to answer the letter
from Linda Finley shown at the right.

Plan your letter by writing answers
to the questions Ms. Finley asks in
her letter. Refer to the Alien Inn
Hotel description of facilities on
Page 1 for the information you will
need to answer Ms. Finley's questions.
Try to use a variety of sentence
patterns so you letter will not sound
dull.

You will dictate the letter to your
secretary later, and she will type
it in proper letter form.

AMERICAN FEDERATION OF WIEN STEELWORKERS

1021 Glenwood Drive

leanstons. Pennsylvania 16204

October 6. 5C7.

Ma. betty Ma
bisector of Sales
Sipco Inn Motel
Aspen. CO edit

The Rational Federation of Women Steelworkers Is shiniest Its
national commemeon (Cr the first week of not August and le
censidering the Alpen Inn Mete for the convention site. However.
before we e.it.Stely decide on the site. we need ORMOIltA to the

411.".4 gmaccSena. (IS Mew omny steeling and conference roma
are available at the Alpen Ise (2) How many pewee will oath
meeting and cesierense room accommodate (I) that are the prices
of your 'incl. one tembedded g eons?

Please send the shove Serer...elm plus any other Infermatlos Few
Slash will be helpful to us in ddddd leg whether to held our
cooventlem st the Alpen Inn instal.

4m4a Amity. Predident
Amectcan Ftlecattea el
Moeda Stealmirkars

ha

ALDEN INN HOTEL

Aspen, Colorado

Dear Me. Finley:

(1) The Alm :n." Hotel has :2 n4eting roan., which uill acnomynnlite
IS to 3:: psn'ple each.

(2) the hotel also has 63 conference rore uhich vitt anconm,date
6 to 20 people each.

(3) The guest room rates are 316 for a single and $26 for a twin-
bedded room.

Other information: The hotel also has ten specialty shope, seven
restaurants, heated indoor and outdoor swinring pools, and free
parking. Alto, a ski lift is located just outaidc the hotel.
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11/ Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these

with the characteristics needed
to succeed in the occupation
explored in this simulation.

Encourage students to talk
about thei,' own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go

Am, to explore the occupation
lip further. Also, work with

the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

WOULD I LIKE THIS TYPE Of CAREER?

1. Do you like to be in places where
people are always coming or going? . . . Yes No

2. Do you like to write about the places
and things in which you are
interested? Yes No

3. Do you like to sell things such as news-
papers, school papers, or items for
fund-raising activities? Yes No

4. Do you like to write letters? . . . . Yes No

S. Do you like such activities as making
posters. doing art work, designing
bulletin boards, and so forth? Yes Ho

6. Do you like to be the leader when you
do things with your friends' Yes No

7. Are you tactful in dealing with others? Yes No

B. Are you generally able to persuade
other people to your points of view? . . Yes No

9. Do you enjoy talking with people you
have just met for the first time? . . . Yes No

If your answers to most of the above questions are "yes," chances are you would
enjoy working in the sales or promotion department of an organization.

If your answe-s to its 6-9 above are "yes,' chances are you would enjoy being
a director of sales or sales manager.

List below other qualities you think Director of Sales should have:

Now of back and underline those qualities you think you have.
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BACKGROUND INFORMATION ON SALES DIRECTORS

The title of

The main purpose of

ment or division in

director and manager mean basically the same thing.

a sales director's job is leading the sales depart-

setting goals and then meeting those goals.

Main Tasks

Often Done

Skills and
Capabilities
Required

. Helps formulate and attain goals and objectives of
sales department

. Plans and implements sales department policies and
procedures

. Writes and analyzes sales reports

. Makes decisions regarding departmental budgets, contracts,
sales approaches, and similar matters

. Communicates with both company personnel and the public
through correspondence, telephone, meetings, speeches,
etc.

. Supervises employees in the sales department; directs
and plans work of employees

. Is company sales representative to the public

. Manages support services

. Oversees sales campaigns

. Advises organization in specialized areas, such as sales
tactics, advertising, planning features at the hotel that
would attract clients

. Communicates needs and wants clearly and tactfully

. Deals with people effectively, delegates authority and
exerts consistent leadership

. Is decisive

. Has good working knowledge of company functions and policies,
as well as basic overall understanding of economics,
accounting, human relations, finance, etc. (A degree in

Business Administration, or related field, is often
required.)
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S

STUDENT MATERIALS

Following is a sixpage "Director of Sales" simulation
which is to be duplicated, collated, and stapled into packets
for student use.

The simulation contains typical activities performed by
a sales director and requires students to compose sentences.

The teacher's key and discussion guide for the simulation
are found on the preceding pages.
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KNIT 5

HOTEL DIRECTOR OF SALES

Betty Marasco is Director of Sales for the Alpen Inn Hotel in
Aspen, a world-famous resort high in the mountains of Colorado.
Betty spends most of her time persuading organizations and groups to
hold their conventions at the Alpen Inn, answering inquiries about
botel facilities, rates, room schedules, meals, and activities
for groups staying at the hotel. Betty is being advanced

to Assistant Manager of the hotel
and you have been selected to
train for her position as Direc-
tor of Sales. On the following
pages are some activities Betty
normally does, but she has asked
you to do these activities as
part of your training.

ALPEN INN HOTEL

Description of Facilities

TYPES OF
ROOMS AVAILABLE

NO. OF ROOMS
ROOMS AVAILABLE

NO. OF PEOPLE EACH
ROOM CAN ACCOMODATE SPECIAL FEATURES OF ROOMS

Meeting rooms 12

63

15 to 300

6 to 20

Built in slide and movie projectors
Microphones and total sound systems
Carpeting and soundproof walls
Pipedin music

Conference rooms
Natural lighting
Carpeting and soundproof walls
Built-in chalkboards
Round conference tables

Outlet rooms 930 1 to 4

DAILY RATES:

Single - $18
Twin - $26

Luxury furnishings
Color television
Individual temperature controls
Mountain views

SPECIAL FEATURES OF THE ALPER INN

Ten specialty shops in lower lobby lobby
Seven restaurants featuring foods from around the world
Heated indoor and outdoor cwintning pools
Ski lift just outside hotel
Free parking in attached garage

(Simulation Page 1)
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S

WRITING SHORT MESSAGES

When the Alpen Inn Hotel receives a reservation request for a block
of rooms, Betty Marasco handles the arrangements herself. Western Union
delivered this telegram to Betty at 9 this morning and she must take care
of it right away.

- , 4,
a we* 4,4,, mi.,,,,,3 40, .CL 0. svc rEcingigsmiNgs=====dzim

13 words .Paid igh Cntry gut rIgIT,MT=Veca"
,.....104........P....**KNO.smo.11.1101.0AMobewhereftsgmalN +c 0' I a

. Director of Sales IN Yr. N
CYO eV .

O

.....Alpen Inn Hotel .....,.303/892 -3071

...... Aspen, Colorado ... 81611

Reserve ten single rooms-nights of
Ortnhpr 1c-1R Send confirmation and
rates immediately,

.....:714/543-1067.......Susan Jones, High Country
Antfittiorc_ 417; Rarhnan P1__ Can DiPncl. CA 921111

O

Betty asked you to send a return telegram notifying High Country
Outfitters that the hotel will be able to meet their request for rooms. In
the message you must include:

1. The number of rooms reserved
2 The dates rooms are reserved
3. The room rate (Refer to the chart on the first page.)

Write a message on the form below, remembering to keep the message complete but
concise, including only words necessary to make the meaning clear.

-SY ., .
4. 11:7-- .12 t,g, 111110 , . Telegram..
PO POS .0.. OP SPC PO OP COLT CAS. PO (...p:10 Mt AZ.COUP1 0. O..t. OPOPT MCCRAW

I l pen Inn Motel raVAM:rtatTmga

-b-6"4"."
October IU w

rers,.a."rrl-:7.-lrour60Ani
.17,:!... Susan Jones

mtn.,... 4175 Bachman Place .........714/543-1067
....an San Dieu, Californ4a ,.... 92103

......03/892-3071........ Betty Marasco. Aloen Inn
Hotel. &cert._ Colorado 80611

0
(Simulation Pace 2)
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INTERPRETING LETTERS RELATED
TO ROOM SALES

As Director of Sales, Betty
occasionally receives letters
from individuals or groups in
foreign countries. Some of
these letters are written by
people who do not know English
well and the sentence structure
is often unusual.

The letter at the right was re-
ceived in today's mail.

INSTRUCTIONS: Read the letter
as many times as necessary to
understand what information Mr,
Sumoto wants. Then fill in the
room reservation card below and
send it to Mr. Sumoto in.Nimoto,
Japan. (See page.1 for the
room rate.)

In the remarks section of the
card, tell Mr. Sumoto what
swimming facilities are avail-
able at the Alpen Inn Hotel.

Nimoto, Japan

2 October 197-

Sales Director
Alpen Inn Hotel
Aspen, Colorado

Dear Sirs:

To Aspen I with wife on January 21 come to

stay five nights. Respectfully ask reservation

of one room for wife containing two beds and my-

self. Can do this? Also is there pool wife ask

me for swimming or not with water warmed?

Please to send a letter or something from

you that to above questions give answer. Also

to know the room how much it cost.

To hear from you with eagerness I wait.

Sincerely,

Imito Sumoto

Please excuse poor English I not know too well.

MIMOINNIMM1111111.1111

ALPEN INN HOTEL

Aspen,'Colorado

The Alpen Inn Hotel is pleased to confirm your

reservation as follows:

Dates: From to
(Arrival) (Departure)

Type of Room: Single Twin [l Suite

Rate: $ per night

Remarks:

(Simulation Page 3)
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CREATING SENTENCES FROM IDEAS

One of Betty's most important tasks as director of sales is to convince
411 groups that the Alpen Inn Hotel is a good place to hold their conventions.

Conventions are important to hotels such as the Alpen Inn because they help
to keep the hotels filled with guests.

The following are ideas that Betty has jotted down for a letter she intends
to send to various organizations and groups to encourage than to hold their con-
ventions at the Alpen Inn.

Instructions: Betty asks you to develop each idea below into a sentence
or two that can later be used in letters to organizations and groups that are
planning conventions. Betty has done the first sentence as an example.

ALPEN INN HOTEL Notes from the desk of
Aspen, Colorado Betty Marasco

Ideas for sales letter--

Aspen--blue skies, sunshine 340 days a year

4.V.8-46)

9
Alpen Inn Hotel:

Ski areas--4 major within six miles

Ski parties in winter, cookouts and horseback rides in summer

Floor show and dance bands year round

18-hole golf course, Olympic-size swimming pool

(Simulation Page 4)
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ANSWERING INQUIRIES ABOUT

HOTEL FACILITIES

Bore you are preparing to take
B Marasco's place as Sales
Director for the Alpen Inn Hotel,
she asks you to answer the letter
from Linda Finley shown at the right.

Plan your letter by writing answers
to the questions Ms. Finley asks in
her letter. Refer ta_the_Allith Inn
Hotel description of facilities on
Page l'for the information you will
need to answer Ms. Finley's questions.
Try to use a variety of sentence
patterns so you letter will not sound
dull.

You will dictate the letter to your
secretary later, ashe will type
it in proper letterform.

(1)

(2)

(31

Other information:

AMERICAN FEDERATION OF WOMEN STEELWORKERS

1021 Glenwood Drive

Ironstown, Pennsylvania 16204

October 6, 197-

Ms. Betty Marasco
Director of Sales
Alpen Inn Hotel
Aspen, CO 81611

The National Federation of Women Steelworkers is planning its
national convention for the first week of next August and is
considering the Alpen Inn Hotel for the convention site. However,
before we definitely decide on the site, we need answers to the
following questions: (1).How many meeting and conference rooms
are available at the Alpen Inn? (2) Now many people will each
meeting and conference room accommodate? (3)-What are the ptices
of your single and twin-bedded guest rooms?

Please send the above information plus any other information you
think will be helpful to us in deciding whether to hold our
convention at the Alpen Inn Hotel.

ct;usta-±'
Linda Finley, President
Awerican Federation of
Women Steelworkers

ba

,.
ALPEN INN HOTEL

Aspen, Colorado

Ar
-L .1".)C

(Simulation Page 5)
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WOULD I LIKE THIS TYPE OF CAREER?

ID. Do you like to be in places where
people are always coming or going? . Yes No

2. Do you like to write about the places
and things in which you are
interested? Yes No

3. Do you like to sell things such as news-
papers, school papers, or items for
fund-raising activities? Yes No

4. Do you like to write letters? Yes No

5. Do you like such activities as making
posters, doing art work, designing
bulletin boards, and so forth? Yes No

6. Do you like to be the lea4r when you
do things with your friends? Yes No

7. Are you tactful in dealing with others? Yes No

Are you generally able to persuade
lip other people to your points of view? . . Yes No

4119. Do you enjoy talking with people you
have just met for the first time? . . . Yes No

If your answers to most of the above questions are "yes," chances are you would
enjoy working in the sales or promotion department of an organization.

If your answers to items 6-9 above are "yes," chances are you would enjoy being
a director of sales or sales manager.

List below other qualities you think a Director of Sales should have:

Now go back and underline those qualities you think you have.

(Simulation Page 6)
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UNIT 6

Ammeimmpwwwwww1114.1=111

HOW A HOTEL ACO3UNTNii AVOIDS

RUN-CN SENSES

AND

SINIIIICE FRAGIINIS

PURPOSE

The purpose of this unit is to give students practice in identifying and

correcting run-on and sentence fragments while learning about the type of work

performed by a head accountant.

MAJOR ACTIVITY

The major activity in this unit is a six-page simulation of the work ner-

formed by Pat Carney, an accountant for the Alpen Inn Hotel in Aspen, Colorado.

The simulation contains activities that might be performed by an accountant in

any large enterprise. Each activity requires students to identify and rewrite

or correct run-on sentences and sentence fragments. The suggested procedures

for administering the simulation are as follows:

Before Class:

1. Duplicate enough copies of the simulation packet (white sheets at the end of

this unit) to provide each student with a copy.

2. Read "Background Information on Accountant" on page 104.

During Class:

1. Distribute the simulation packets,reading and discussing the first page with

students. Suggested discussion topics are given in the teacher's key, pages

98-103.

2. Ask students to complete pages 2 through 5 of the simulation. While they do

this, you may wish to read through the teacher's key.

3. When students have finished the first five pages, go through the simulation

with them. Check answers and discuss the topics shown in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6 of

the simulation packet to answer the questions and discuss the topics shown

on that page.

5. If time permits, use one or more of the discussion topics or activities listed

on the following page to conclude the unit. 105
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CFTIONAL ACTIVITIES

1141. Duplicate and distribute copies of the forms on pages 95-96 and have students
use the forms to prepare their personal Balance Sheets and Income Statements.
In completing these forms, each student will find his net worth" at present
and his "net income" for the month. In doing this, the student will be
performing a simplified version of tasks performed by an accountant while
learning to analyze his spending habits and his personal financial status.

Go over each form with the students before they begin, explaining how the
form is to be completed:

On the Balance Sheet, students are to list the things they own (i.e.,
their assets) by categories, such as clothes,"sporting goods, money
in bank, and so forth. They then estimate the value of the assets.
From the total value of things they own, they subtract the money
they owe to others (i.e., their liabilities). The resulting balance
is their "net worth". At the bottom of the page, students are to
write a paragraph describing the items (assets) they would like to
acquire during the next year.

On the Income Statement, students are to show the total money they re-
ceived for the previous month (or current month, if the month is just
ending). Then they list the things for which they spent money during
the month and the amount spent on each. The total amount spent is
subtracted from the total income to find the "net income:" After
finding net income, students are asked to write a paragraph explaining
how they will get the money necessary to buy the assets they want.

Students may want to do this exercise at the end of each month to see
how their net income and net worth changes from month to month.

2.Duplicate and distribute the "Madam Ann" sheet (page 97) and have students
underline the sentence fragments in the Madam Ann advertisement. (You may

want to use this activity when you are working on one of the units dealing
with the field of advertising.)

After students have finished the exercise, you may want to discuss with them
the effectiveness of the advertisement. Develop the idea that while Madam
Ann's advertisement may be effective even though it contains many sentence
fragments, a similar advertisement announcing secretarial or accounting services
that contain sentence fragments or other non-standard English would not likely
draw many customers.

Note: This activity contains many
sentence fragments although it does
not deal with the career of accountant.
It is a copy of an actual leaflet put
out by a palm reader. If you feel the
content would be offensive to your stu-
dents for either religious or ethnic
reasons, it should not be used in your
classroom.

of eN
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Madam Ann
1 104. to 10 P.M.

PALM READER AND ADVISOR
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INTERVIEW

, an accountant or aud4r from a hotel or other local firm.

. . .a Certified Public Accountant from local CPA firm.

. . .an employee in any hotel or motel occupation in which students
express an interest.

(See Interview Guide in Appendix for procedures to use in a group interview.)

ADDITIONAL OCCUPATIONS IN THE HOTEL INDUSTRY

THAT STUDENTS MAY WISH 'TO EXPLORE;

(The following are business careers in the hotel industry; on page 76 is
a list of all types of jobs available in the hotel-motel industry.)

Assistant Manager; Resident Manager; Auditor; Cashier; Accountant;
Front Office Manager; Restaurant Manager; Restaurant Cashier; Room
Clerk; General Manager; Purchasing Manager; Catering Manager.

FIELD TRIP

. . .to a hotel to see complete operation of a hotel and to learn
about hotel careers, including the job of hotel accountant or auditor.

. . .to any local firm which employs a full-time accountant, to learn
more about the work performed by an accountant.

. . .to the office of a local CPA (Certified Public Accountant) to learn
what a CPA does, the training he must have, and the examinations he
must pass to be certified.

(See Field Trip Guide in Appendix for field trip procedures.)
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FIGURING NET WORTH

When you hear someone discuss how much money a rich person has, you usually
hear something such as, "Did you know that Aristotle Onasis is worth 500 million
dollars?". Are you curious about how much you are worth? If you are, find out

by filling in this form.

Instructions: On the balance sheet shown below, list the things you own
that are worth money and then the things you owe others. The difference

between what you own less what you owe is your "net worth."

After you have completed the form, write a paragraph at the bottom of this page
describing the assets you wish you had. These assets should be ones that you
think you could get within the nextj'ear.

Name:

BALANCE SHEET

Date:

Assets: (Things you own, such as
clothes, money, sporting goods,
records, etc.)

TOTAL VALUE OF ASSETS:

Value (How much it is worth)

Liabilities: (Money I owe to people) Amount

$

TOTAL VALUE OF LIABILITIES: $

MY NET WORTH (Assets minus liabilities) $

In the space below, write a paragraph describing the assets you want to get
during the next year.
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FIGURING NET INCOME

If you are like most people, when you receive money--either as a gift,

allowance, or earnings from a job--it seems to be gone before you realize

where it went. This form will help you see what the money you receive is

spent on.

Instructions: The form shown below is your personal income statement

for the period of one month. List your sources of income for one month and

everything you can remember money was spent for during that month. Your

net income" is your total income less expenses.

Name:

INCOME STATEMENT

For the month of

INCOME (Money I received)

Where I got the money:

TOTAL 'ACME

EXPENDITURES (Money

What I spent money for:

TOTAL EXPENDITURES

NET INCOME (Income less expenditures)

Amount Grand Total

$

$

Now that you have discovered what your net income is, write a paragraph

below telling how you plan to buy the assets you want to acquire. If

your net income is not high enough to buy the things you want, describe

ways in which you could bring in more money.
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MADAM ANN

Madam Ann may be a great Palm Reader, but she certainly seems to

have trouble writing complete sentences. Read her advertisement below

to see how many sentence fragments or run-on sentences you can find. Under-

line each.

a.

Madam Anuttrjr.
PAIA14tEADER AND AMON

Everyone welconsii at MADAM ANN'S home. What you se.
w!th rut *yes your heart will believe. kir you;tb.dheing? Do
* need help? Do syo,u have bad lueir:k Brinciittv,:prohlosiO
*44W! ANN trtiiisysand be 04
vieiWkeetfairs,e0411146 !is*
solve Mew to 'tie* '"whin iOti failed, hbv;
suck*, and reunites tb separated). Upon apabhingt wiftnanhood
she iamod she had the Goduiven pewee b gal humishitY
MADAM ANN has devoted a lifetime lb this ern& Fr. the
four corners of the world they cosin. to tier. lion and won nit
ci all races and walks of Ube. Phicetatteed to remove nvil"
influence and bad luck. There Le sit4ity ice brie knoVassil they
awe in bard luck and need help and do not conts. For it
Will convince you. If ! a gives. lucky days oillerde youlliitt of
sanow and ilarknies'9n# stints you on !the trYiPto succesi4nul
happiness. Don't fall4 fe this gifted wonted who invitossfou
to her home.

LOO[ Fox TIE PALK was IN mow m xcesx
Coss by et coil let as

...-iimii110.0"",
Moo 11181 MO*
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UNIT 6

TEACHER'S KEY

Simulation page 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they
know any people who are
accountants.

b. If so, ask whether they think
that the accountants they know
really do the types of things
described here.

c. Ask students to describe other
types of work performed by the
accountants they know, and in
what type organization he or
she works.

In a discussion develop the idea that
accountants:

ea
Must enjoy working with detailed
information.

b. Must have the ability to concentrate
on and stick with a problem until it
is solved.

c. Should be able to be trusted with
confidential information.

d. Must be able to report complicated
financial records in clear, concise
language.

NTT ill

ACCMISTMT

Petrick Carney is the head accountant at a hotel located in the resort village

0 Aspen. Colorado. Today you will be taking'over Pat': work because he is out of

town an a speaking engagement.

'
Like many accountants. Pat's job involves much more than sitting at a desk working

with webers. He must be able to write about the financial records he works with in

clear. easily understandable language. He Is responsible for keeping hotel employees

informed 00 financial matters that pertain to them.

tam duties you will encounter as you take over Pat's work are . . .
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Simulation page 2

CHECK:

Since this exercise involves
taking a run-on sentence and
dividing it into logical smaller
sentences, students will build
different sentences.

Ask several students to read
their memos to the class, taking
care not to embarass the student.
Check to be certain that each
division results in a complete
sentence.

Optional Discussion Topics

Ask students if they can name
any businesses that offer dis-
count plans.

(Examples: airlines, car rental
agencies, hotels, insurance
companies, etc.)

Ask students why they think
companies offer discount plans.

(If people receive a discount
on the regular rate, they are
more likely to purchase the
product or service.)

WRITING CLEAR INSTRUCTIONS

This advertisement about ski package discount plans at The Alpen Inn Hotel

will appear in newspapers and magazines throOghout the United States. Before the

hotel begins receiving inquiries about the discount plans,hotel employees must
be familiar with the plans.

Instructions: Patrick Carney, hotel accountant, has asked you to re-write
this memo in clear, understandable sentences before the memo is distributed to

hotel employees.

OFFICE MEMO

TO: All Hotel DIFloytes LW. cbtobrer 5, Z9.

FROM Patrick Carney, Hotel Accountant

SUlUECT: New Package Ski Discount Plans

REMAXICSeThe hotet µ now °Inciting tun num ski

reheat lama and a advettising them .throughout tht

United State to motet people .0 Aspen goR 41til.119

mid to The Alpen Inn HoteL fat Lodging at tht matt of

$140 kat gut days olt $1S5 fot six days depending On

*Oath plan they choose, rtenunbexing that a Oki package

discount can not be ataimed by a gamily atacady aeceiv-

Am the Reduced gamily OFFICE MEMO
TO: All Hotel employees

Date Oct. 5.19- -

FROM: Patrick Carney, Hotel Accountant

stnuErn New Package Ski Discount Plans

REMARK. : The hotel i4 now otiieet.itt tuv new ski

package Oda. These plans ate being advenlised th4ough-

out the United State to attract people to Aspen On

41viAng and to the Alper Inn Hotet iorc todgkny. The mates

we $160 foe pve dap orc $1E5 404 ..tx day., depending on

which plan is chosen. A aki discount padaye can.not

be &limed 6y a famity atuady tece.iving the seduced

Wily tate.
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Simulation page 3

CHECK:

IV Go over the sentence fragments
with the students, discussing
what sentence parts are missing
from each phrase. Have students
check their sentences to make
certain they have converted the
fragments to complete sentences.

Optional Discussion Topics

. Have some of the students read
their answers to the class.
Discuss the different sentence
patterns students have used to
describe the error in the report.

. Ask students why they think it is
necessary that when working with
numbers it is a good idea to double
check their work.

(Because numbers are easily trans-
posed, written incorrectly, or
read wrong. Also, financial
records demand accuracy.)

COMPARING FIGURES

Each month the housekeeping department sends Pat a
Monthly Expense Report which Pat compares with a com-
puter printout showing the money spent by the house-
keeping department. Pat has found an error in the
Monthly Expense Report shown at the right and written
in the correct amount by hand. Pat must write a memo
to the Housekeeping Department describing the error on
their Monthly Expense Report.

INSTRUCTIONS: Pat has already Jotted down some ideas
he wants included in the memo to the Housekeeping Depart-
ment. He asks you to put his ideas into complete, sentences
so his secretary can type the memo.

ter t. r t:

THE ALPER INN HOTEL

HOUSEKEEPING DEPARTMENT

DETAIL REPORT FOR THE MONTH OF SEPTEMBER, 197-

0 CLASSIFICATION EXPENDED

$16-1736S----PAYROtt----

UNIFORMS 1,476

20,227--tAUNDRY

0 LINEN 9,195

:),872----1CLEANINS-SUPPLIES---

40 PAPER SUPPLIES 2,040

-2,429 ------CONTRACT-CLEANING-------

TOTAL DEPARTMENTAL EXPENS-1 $200,604

11111.1111116, lb

100

MONTHLY EXPENSE REPORT

Dept: Housekeeping Report f: 3

Month:Ilepi7T4T4

Analysis of Expenses

Payroll $ 161,16S

Laundry 20,227

Linen 9,195
3IS' 1 "z..

Cleaning Supplies --)i-err

Contract Cleaning 2,429

Paper Supplies 2,040

Uniform. 1 4 476

TOTAL Expense.:

REMARKS:

There io an error in the Monthly Expense

Report from Housekeeping. The cleaning

,flipplies item in the Report should be $3,872

rather than f3,672.
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Simulation page 4

CHECK:

Sentence fragments should be
eliminated by making the changes
shown in the Office Memo shown
at the right. (Below)

Optional Discussion Topics

. Costs and expenses increased
greatly during the past year.
Ask students to name the types
of costs and expenses that
they think might have increased.

(Examples: food, wages, elec-
tricity, linen, silverware,
dishes, etc.)

Ask students whether they think
they would enjoy working with
figures, trying to analyze costs
and income.

Ask students whether they know
anyone who operates a restaurant.
If they do, ask them to try to find
out who keeps the financial records
for the restaurant. Point out
that in some small restaurants and in
other small businesses the owner
often keeps his own financial
records; that is, he is his own
accountant. Larger businesses,
on the other hand, generally have
a full-or part-time accountant.

ANALYZING FINANCIAL NKOMO

M impartamt pert ef Pat Cammy's J. as
bagel ecosentmet is to keep the hotel mune
gar. Award Reeves. Inferred of the net
income made by various hotel departments.

Pet prepared the 'Income Statement' at
the right to show how the hotel coffee shop
Is for this year compares with the in-
ceme for last year. He discovers that
although sales have increased this year.
114w is less because of increased costs.
Nis mites below contain sentence fragments
that it be made into complete sentences
beferrae memorandum is typed and sent to
Nr. 1444.444.

INSTRUCTIONS: Pat has marked the first
paragraph to show how a sentence fragment
can he sad. part of a complete sentence.
Yam are to use the Moe procedure to show
hew yea would make the sentnece fragments
in the other paragrapm into complete

sentences. The office MOO will then be .

typal end sent to Howard Reeves.

AMSDNISMEL
IssesstaaCOHniLless

Isomettsumset
LestImic This Year

RIZS *MOON SWAN
Lest

ODSTS 4 MUM . -5411.200, -407,301$

SIT MOH' . . . $109.200 $ 91000,

chimes im net tattoo

Wet Lams. Last Year $ 1111.200

Mt Lemma. lids Year - 91.'00

ISCISAIL tr VICT ISICE4Ct . . $ 17.900

OFFICE tfil0

To: Named Rama

Rom: Pat Catnip

SNIJEdT: Reatmouuttptefira
iteSeptamecit

DATE: Oetoien S. 117.

OstAstammott4e14.4 let Ststts144441141.44$04,400.497taraideAslas

Litt/S&L eveASepteebrit al tut gem.

Nmieven, the Wt oi IlpeAteing eu.t ReAtitUAlie4 hum atio pus ou/ teette

4444 peicea have Remained the Awe.

Nut. AM net income 14 item than it 14144 s vest 8901 rVell though

4a (elm eater iat highen then tact irate

hi/

The Lend towatd Corte peoitte wt not continue. WhCAMA &WA go up/

44 Amu immea.rery Ada! the yucca Atm 0U4 keAtOMAUUtti.

(Simulation Page 4)

10,
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Simulation page 5

CHECK:

411 The correct answers are listed on
the illustration at the bottom of
this page.

Discuss each situation with students,
developing the idea that a positive
approach is usually the best way to
deal with others. We can rarely get
others to do what we want by showing
sarcasm and anger.

Optional Discussion Topics

. Have students tell the type of response
they think each of the statements shown
at the right would likely elicit in turn.
Ask students to think of times they have
become angry because of how someone spoke
to them rather than because of what was said.

. Have students break into groups of 4-5 and
ask each group to write a short skit to bring
out the points you have discussed in class
concerning dealing with people.

OEAtINI VIM PIMPLE

As heed acceuntant, Pat Carney meet work with the mouser and ether employees at the Allen Inn Rotel. Re
has found through experience that people he worts with are generally cooperative and pleasant ff he it diplomatic
in talking with them. If he is not diplomatic. the other employees are often rude and uncooperative.

INSTRUCTIONS: Selo' re four situations that Pat might have to 641 with during a day. As shown by the
statements at the left. Pat could handle each situation fn two ways - -either politely or rudely. The column at
the right gives two responses for tech situation. Which response at the right would Pat receive to hfs state-
ment at the left? Mark either a or b in the blanks.

1 SITUATION Is iley. Old 1 Cot a greet Number: 1

12_1. leye, you did it 00000 : I eoted for mho phew wain of Olin Skil" la
too Angeles mad tow jerk at place tolled Prod'. Twangs la Deaver
....,,.d the 'hose*"

J11,..S. 'fey", vend yea }leek check and .ee IT you Ike om the correct Mime
MAW, for Olin kiln Oh.* I dieted t got . Ikon"' i. Deaver.'

gt, '1 believe the cumber you bees I. coecect ST
you diet kw irk eedo alms with It.'

b. 'Iortontir they didn't teeth yes is toilet, to
diet are. cede' along with iho Theo* 4.44.r."

[SITUATION Is The Caw et the Slew k

7. "Cheri, I'. islet end tired ef hutting yea te come Is ay *Ikea and set

hawing you et your de.k. knell hew. to cut out leer 70.01ovta coffee
break" by the wheels.' peel and oak the lunge ler reek.'

b 4. 'Cheri, 1 skies need to gat "had of you right awn for d llllll on whoa yes

ore ee leer break out by the swiumlog pool. Vend y plea.. try
te hold year b 00000 to II chutes And let em tuns when you are solot

out."

1.7ou're &Ink en .7 back eheat senthing--if
It'. net coffee breaks ""vac ing ay
typewriter it night. why het kg try 1
em alone long enough far se to get by *Art doel

b. "I guns I have been battik bit slack Awn
the 15-einuto rule, w I'll watch It frog ser
OR. I'll 1,16n to tato my 00000 .t 900 and
IMO."

1 SITUATION Is The Cu. Of the M but
"Mho Marshall, 1 van( to taw My yea hayset slew mm lest month.' row
***** figures pot. 1 eaked you for the figure* at Out three day. ASO."

'Mid. Marshall, ore tt. "eh. figure. fee Iset ueeth fief, for se yet!"

CI. '1's very .earl, Mr. Conk, but they greet.
Newever, 1 wilt ea this ka( owl.'

b. "It vee too dale ogo. Set three. I'li Set to
thee when 1 can."

SITUATION as Nov got to Isere.. the Imre 1

7. 'MS. o . we shock reconsider kr policy of giving free cook -
aethote to Moog sweet.. Slate vs started te free breetfaet

program loot month. t refite dropped nearly 3 percent.'

'Mk. 7"*""0, nos .y be waists, of this hotel. bet year stupid the if
giving bock swots free cockswain braetfuts bee reduced we reelects's{
profit, by 3 perkst en4 we Tom valve haw met Increased. Tw
stop that foolish program.'

Et. 'Carney. ju.t reeseober (et Ii. eeetlet of We
hotel ona a long 1 am smoker 1 .111 be
tbo en. rbe deed.. whether to eter gikag
fro. contioontel breathe(' te gunt.:"

b. '1 slppreclato your cements, Nike. tat'. Jut
centime" the frk breakfast "retro. jeet
little leaser to whether It will bolp
1 ovr kw eels". If It dirket we'll
wonder dropping it."

102



Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go
to explore the occupation
further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

HOW WOULD I LIKE THIS CAREER?

1. The traits listed below are helpful in the
accounting profession. Place a checkmark
beside those traits you possess.

a. I enjoy math.

b. When I am faced with a problem; I
stick with it until I solve it.

c. I don't get frustrai.ed when I have
to explain things to people over
and over again.

d. I can sit and concentrate on something even if there is activity
going on around me.

e. I can look at an article or story and then summarize it accurately
in a few sentences.

I am loyal to people or ideas I believe in.

I can express my ideas clearly in writing.

I like to work with people.

It doesn't bother me to work under the pressure of deadlines.

I can keep important information secret.

2. On the blanks at the left, list four duties of an accountant. On the right,

put the letters of the traits above that may be helpful when performing the

duties you listed.

Writing clear instructions

3. Do your personal strengths match those needed by an accountant?

Explain:

YES NO

4. Would you like to be an accountant? YES NO

Why?
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BACKGROUND INFORMATION ON ACCOUNTANTS

Accountants work with business records and prepare financial reports. The

three major fields of employment as an accountant are public, private, and

government.

Public: Independent accountants who work on a fee basis for any business

or individual wishing to use their services.

Tasks: . Preparing income tax returns
. Auditing internal accounting procedures

. Consulting on budgeting and control systems

Private: Industrial or management accountants handle financial records for

particular business firms for which they work on a salary basis.

Tasks: . Planning and directing accounting systems
. Examining financial systems
. Preparing financial reports
. May serve in executive capacity such as controller, treasurer, etc.

Government: Government accountants work as agents for the Internal Revenue

Service, investigators or bank examiners, and general accountants

for a government agency.

Tasks: . Develop accounting systems for government agencies

.
Auditing financial records of government agencies

. Auditing records of private firms subject to government

regulation.

Capabilities & Skills Required:

Training in accounting from a four-year college, junior college,

business or correspondence school is required. A four-year degree, special-

izing in accounting, is especially necessary for public accounting. Passing

an examination and fulfilling state requirements is necessary to be a CPA

(Certified Public Accountant). Accountants often need a Master's degree or

specialized study in data processing in order to be aware of legal and busi-

ness developments which affect their work.

Accountants must enjoy working with numbers and doing detailed work.

They need to be able to communicate well, both verbally and in writing. Being

loyal and being able to keep a confidence is important due to their knowledge

of much private financial information. Accountants must be able to work under

pressure because of the many deadlines imposed by the government and other

agencies in matters concerning financial reporting.
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I

I

STUDENT t4A1BIIALS

Following is a six-page "Accountant" simulation which
is to be duplicated, collated, and stapled into packets

for student use.

The simulation contains typical activities performed
by an accountant and requires students to identify and

correct run-on sentences or sentence fragments and write

complete sentences.

The teacher's key and discussion guide for the simu-

lation are on the preceding pages.
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UNIT 6

ACCOUNTANT

Patrick Carney is the head accountant at a hotel located in the resort village

111

of Aspen, Colorado. Today you will be taking over Pat's work because he is out of
town on a speaking engagement.

Like many accountants, Pat's job involves much more than sitting at a desk working
with numbers. He must be able to write about the financial records he works with in
clear, easily understandable language. He is responsible for keeping hotel employees
informed on financial matters that pertain to them.

Some duties you will encounter as you take over Pat's work are . .

1. COMPARING FIGURES

WRITING CLEAR INSTRUCTIONS

3. ANALYZING FINANCIAL RECORDS

DEALING WITH PEOPLE

.4

(Simulation Page 1)
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WRITING CLEAR INSTRUCTIONS

This advertisement about ski package discount plans at The Alpen Inn Hotel

will appear in newspapers and magazines throughout the United States. Before the

hotel begins receiving inquiries about the discount plans,hotel employees must

be familiar with the plans.

Instructions: Patrick Carney, hotel accountant, has asked you to re-write

this memo in clear, understandable sentences before the memo is distributed to

hotel employees.

OFFICE MEMO

TO: All Hotel Dnployees Dde October S 19-

FROM: Patrick Carney, Hotel Accountant

SUBJECT: New Package Ski Discount Plans

REMARKS:The hotet is now °W./Ling two new ski

package ptans and ,i4 adveAti4ing them thnoughout the

United States to at tract peopte to Aspen OA skiing

and to The Atpen Inn Hotet 15ox Lodging at the tate of

$160 15ox 6ive days on $185 tot six days depending on

which pan they choose, xememberting that a ski package

111

discount can not be etaimed by a liamity atneady uceiv-

ing the teduced 6amity hate.

IF TOO UANI

FANTASTIC SKIMS.

toe( TO WEI

5

days of
stlinj.

nights lay;IN

No

Is
Ming. I

nights lo- 'nth.,

$185

If you rant veal.
lodging. stay at

ski package plans.

write:

THE ALPEN "OTEL

OFFICE MEMO
Ix): All Hotel Employees

Date Oct. 5,14- -

FROM: Patrick Carney, Hotel Accountant

SUBJECT: New Package Ski Discount Plans

REMARKS:

(Simulation Page 2)
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ANALYZING FINANCIAL RECORDS

An important part of Pat Carney's job as
hotel accountant is to keep the hotel mana-
r, Howard Reeves, informed of the net
come made by various hotel departments.

Pat prepared the "Income Statement" at
the right to show how the hotel coffee shop
income for this year compares with the in-
come for last year. He discovers that
although sales have increased this year,
income is less because of increased costs.
His notes below contain sentence fragments
that must be made into complete sentences
before the memorandum is typed and sent to
Mr. Reeves.

INSTRUCTIONS: Pat has marked the first
paragraph to show how a sentence fragment
can be made part of a complete sentence.
You are to use the same procedure to show
how you would make the sentence fragments
in the other paragraphs into complete
sentences. The office memo will then be
typed and sent to Howard Reeves.

ALPEN INN HOTEL

Restaurant Operations
Income Statement

This YearLast Year
SALES $678,400 $698,600

Less:

COSTS & EXPENSES . -569,200 -607,300

NET INCOME . . . . $109,200 $ 91,300

Change in Net Income

Net Income, Last Year $ 109,200

Net Income, This Year - 91,300

DECREASE IN NET INCOME _ $ 17,900

TO: Itowcad Reeves

FROM: Pat Carney

SUBJECT: Restaurant prtoiit6

for September

OFFICE MEMO

DATE: October 5, 197-

Our Aestawcant eaters 60h September totated (;698,60q0 consideitabte

incAease oven. SeptembeA .Cast years.

However, the cost o6 operating out hebtOilhant5 ;WA OX40 gone up. Wh.ite

out prices have remained the came.

But, out net income .Lo teas than it coa4 a yews ago. Even though

income Ptom 4aies iA higher than &ut yeah.

The tAend .toward tower murt not continue. Whenever out costa go up.

We 4houtd inmediatety Anise the places in out ke4tamant4.

(Simulation Page 4)
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HOW WOULD I LIKE THIS CAREER?

1. The traits listed below are helpful in the
accounting profession. Place a checkmark
beside those traits you possess.

a. I enjoy math.

b. When I am faced with a problem, I

stick with it until I solve it.

c. I don't get frustrated when I have
to explain things to people over
and over again.

d. I can sit and concentrate on something even if there is activity
going on around me.

e. I can look at an article or story and then summarize it accurately
in a few sentences.

f. I am loyal to people or ideas I believe in.

g. I can express my ideas clearly in writing.

h. I like to work with people.

i. It doesn't bother me to work under the pressure of deadlines.

j. I can keep important information secret.

2. On the blanks at the left, list four duties of an accountant. On the right,

put the letters of the traits above that may be helpful when performing the

duties you listed.

Writing clear instructions e,

3. Do your personal strengths match those needed by an accountant? YES NO

Explain:

4. Would you like to be an accountant? YES NO

Why?

(Simulation Page 6)
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USING PARAGRAPHS AS A

GENERAL OFFICE WORKER FOR THE

ASPEN SKI CORPORATION

PURPOSE

The purpose of this unit is to help students reinforce their knowledge of

paragraph development and use of reference material while acquainting them with the
type of work performed by a GENERAL OFFICE WORKER.

MAJOR ACTIVITIES

The major activity in this unit is a six-page simulation of the work performed
by Ken Eubanks, a general office worker for the Aspen Ski Corporation--an organiza-
tion which owns and operates hotels, ski shops, restaurants, and other businesses
in Aspen, Colorado.

The simulation contains activities which might be typical of those performed
by general office workers in other organizations, and each activity requires
students to apply their knowledge of paragraph development to an office situation.
The suggested procedures for administering the simulation are as follow;

Before Class Begins:

1. Duplicate enough copies of the simulation packet (white sheets at the end of

this unit) to provide each student with a copy.

2. Read "Background Information on General Office Workers" on page 124.

During Class:

1. Distribute the simulation packets, reading and discussing the first page with

students. Suggested discussion topics are given in the teacher's key which

begins on page 118.

2. Ask students to complete pages 2 through 5 of the simulation. While they do

this, you may wish to read through the teacheris key.

3. When students have finished the first five pages, go through the simulation

with them. Check answers and discuss paragraph development and the other

topics shown in the teacher's key.

4. After checking the simulation exercises, have students turn to page 6 of

the simulation packet to answer the questions and discuss the topics at the

top of the page.

5. If time permits, use one or more of the discussion topics or activities listed

on the following page to conclude the unit.

112
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OPTIONAL ACTIVITIES

imp. Most office workers should be familiar with procedures for placing long
distance phone calls. Have students use the following "Phone Book Infor-
mation Pages" (adapted from Bell Directory) to find answers to the questions
shown on the page entitled "Information, Please." Duplicate the two "Phone
Book Information Pages" and the page of "Information, Please" questions (pp. 115-7)
before class so that each student will have a copy for desk use.

2.0 Nearly all office workers use various reference books on their jobs. Give
students an opportunity to use references by asking them to find answers
to questions such as those shown below. (You should, of course, provide
the required references and a sheet containing the questions to be answered.)

Sample Questions:

1) What is the correct spelling of the word "occassionally"
(occasionally)

2) How many syllables are in the word "particular"? Draw
a vertical line after each syllable. (4; parlticlullar)

3) What is the name, address, and telephone number of two
local hardware stores? (See your local directory)

4) What is the telephone number for local directory assis-
tance? (See your local directory)

5) What is the telephone number for the superintendent of
schools? (See your local directory.)

Reference

Dictionary

20,000 Words or
Dictionary

Phone book;
Yellow Pages

Phone book:
Front Pages

Phone book:
White or Yellow Pages

6) What is the zip code for the Christopher Inn in Columbus, Zip Code
Ohio, at 300 East Broadway? (43215) Directory

7) What is the zip code for Fort Collins, Colorado? (80521) Zip Code
Directory

8) What are the order number and cost of the most expensive
boy's bicycle in the catalog? (See catalog) Catalog

9) What are the order numbers and prices of the two items
in the catalog you would most like to have? (See catalog) Catalog

10) What is another name for a scallion? (onion) Thesaurus or
Dictionary

References needed: Dictionary; Phone Book (white and yellow pages)
Zip Code Directory; Catalog; and Thesaurus (op-
tional). You might also show students references
written specifically for office workers (such as
The Secretary's Handbook.)

3*. Ask students to submTt questions they would like answered. Write or have a
student write the questions on the chalkboard. Get the class to decide where
the answer to each question could most easily be found. Explain that looking
up information is a large part of general office work.
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4140Have each student write a paragraph giving directions from school to his or
her home. Suggest to students that they illustrate their directions with
simple maps or diagrams. Have students read one another's paragraphs and tell
whether they think the directions are clear and easy to follow.

FIELD TRIP

. . . to a local recreation or hospitality business to observe the complete
operation of the business and learn about careers in the hospitality
industry, including the job of general office worker.

. . . to any local business, such as an insurance company or bank, that
employs general office workers to learn more about the variety of
duties performed by a general office worker.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW

. . a general office worker from a resort or recreation business in your area.

. . . a general office worker from any local firm.

. . . any employee who is working at an occupation in the hospitality and
recreation area that the students are interested in knowing more
about.

(See Interview Guide in Appendix for procedures on conducting a group
interview.)

ADDITIONAL OCCUPATIONS IN TfE HOSPITALITY AND

RECREATION INDUSTRY THAT STUDENTS MAY WISH TO EXPLORE:

Tour director
Golf club manager
Theater manager
Hobby shop director
Booking agent
Business agent
Recreation center director
Ticket seller
Travel counselor
Salesperson, amusement and sporting

goods, hobbies and crafts, novelties,
photographic equipment
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I INFORMATION, PLEASE

Directions: Answer the following questions by referring to the
Phone Book Information Pages distributed by your teacher or to
your local telephone directory.

1. At what time does the Night Rate (lowest rate) go into effect on
customer-dialed calls?

2. In what time zone is Wyoming?

3. What is the area code for Mexico?

4. What long distance number would you dial to get Directory Assis-
tance in Arizona?

5. What is the complete number you would dial if you were calling
874-2234 in Denver, Colorado?

11/

6. What is the area code for San Francisco, California?

7. At what time is the Evening Rate in effect on operator-assisted
calls?

8. What rate is in effect at 10 a.m. on Christmas Day?

9. What time is it in Raleigh, North Carolina, when it is 2 o'clock
in Billings, Montana?

10. What is the area code for Hawaii?
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PHONE BOOK INFORMATION PAGES

lung diatatitb colts

CarNowser
maw cans =Operator kidded Calls HIGHER .1tATEI

Statim4M.Steliee
I'm Statiee-teketioes Collect "

Credit Card cads

11,011/1A1:
To

&JONI

.IIAT. MM. :MOVI.TIMIU MI.

1.00 AM
TO

a90 MI

54110 P14
.....111......4
1:110 MI

DOM TIINDMI:

=

1VVIDOEND

DAM
DAY IIATA. DAY DATe

COO MI
TO

11100111
, IIVEMOOD RATIc

. IYIDONGmil
.11M111 MN

10
ea AM

NIGHT DATE

1.461sEsT /An ,Minimum 3 minute initial period charts is same fee 11111

hems of every day.
Holidays --:0111'New Year's Day, .110 4th, Libor Day; Thankseiviorsed Christmas Day, eve.stitiel taiga

1pfdi iroWTrite 1114A'to'T71JC1fIlseltblirliy occurs MI Sat et Sim.,
Sat. and Saw rates moldy.
tisee*.the delllespoint detMeriees 4be applicable pate

area codes for some cities
place area code place area code place area cod. place area code

ALABAMA DELAWARE

all locations. 205. all locations 302

ALASKA
all locations 907

DISTRICT OF
COLUMBIA

all locations '' 202

ARIZONA
all locations 602 FLORIDA

ARKANSAS
all locations

CALIFORNIA
Anaheim
Angola Cbnio
Arcadia'
Auburn

Meetly MIAs
Compton
Covina
B Centro-
Eureka
Fresno 209

501:

-714.
209

.113
916.
105'
:213's

11
'2713
714'
707

Ft. Myers 813
Jacksonville 904
Miami 305
West Palm Beach 305

GEORGIA
Atlanta
Augusta
Brunswick
'Savannah

404
404
912
912

q!aCVAII
all loiations 80$

KANSAS
Augusta
Coffeyville
Dodge City
Emporia
Garden City
Kansas City
reavenivoHls
Salina
Topeka
Wichita

KENTUCKY
Lexington
Lduisville

LOUISIANA
Baton Rouge
New Orklans
Shreveport

316
316.
316
316.
.316
913'
913
912

316

606
502

504.
504
311

MISSOURI
Kansas City
St. Joseph
St. Louis
Springfield=

116
$16
314
417

MONTANA
all locations. 406

NEBRASKA
Chadron 308
Cozad 308
Grand Island 308
Holdredgo 308
Kimball 308
Lincoln
Mitchell
North Platte
Ogallala
Omaha'

'Scottsbluff
Sidney

402
308
308
30$
402
308
308

NEVADA
MAINE all locations 702

all locations 207

4 , MARYLAND

Glendale 213 IDAHO
all locations 301 NEW JERstY

Dtelewoed 213
Lams Beech -213

dl locations 208 Asbury Park 201
,........4410.0tilzej Cn-'" -.-- NI__

NEW HAMPSHIRE
off locations 603

pleas area code .

OHIO
Akron 216
Cincfnnafi 513
Cleveland 216
Columbus 614,
Dayton 513
Springfield 513
Toledo 4W
Youngstown '216

OKLAHOMA
Bartlesville
Oklahoma City
Tulia

918
405
918

OREGON
all location* 503

PENNSYLVANIA
Altoona 14.
Eris 814
Philadelphia 215.
Pittsburgh 412
Reading 215
Scranton 717
Wilkes-Barre 717,

RHODE ISLAND
all locations 401

SOUTH CMIOUNA z;
all locations 807

-Wens distance directory assistanceDist "1", plus the apt: cod* for the want, plus 555-1212.
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UNIT 7
TEACHER'S KEY

Simulation Page 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they
are acquainted with any
people who work as general
office workers.

b. If some students say yes,
ask in what type organiza-
tion the general office
worker is employed.

c. Ask the students to describe
the type of work they think
the general office workers
they know perform.

In a discussion develop the idea
that a general office worker
performs a variety of activities on
the job. These activities often
include:

- -editing and typing (and in some
cases composing) letters, memo-
randums, and reports.

- -recording and comparing data)
processing other types of
information.

--following directions and
giving directions to others.

- -answering the telephone and
opening and sorting mail.

-keeping financial records.

In performing these activities they
use various office machines such as
typewriters, calculators, adding
machines, copying machines, etc.

!/T7
INIT IS A GUIEPAL OFFICE MAR?

Kee are preparing to take the place of Ken Eubanks as a general office
raker for the Aspen Ski Corporation. Sone of the activities you will Is
involved In include... .

1. Balm A 1,WAISCRIPT

3. CCMPORING 1111134iATIC11

7. 6mm lic-CidieTIGN NO

DIRECTIONS

4. MUTING A REPORT

(Sfailatfon -Page 1)
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Simulation Page 2

CHECK:

Be sure that each of the questions
asked by Georgia Davis is answered
in paragraph form. Each student
should have included the
following:

1. Denver and Grand Junction
have commercial
airports.

2. A traveler uses Interstate 70
to reach Aspen from Denver.

3. It is approximately 175
miles from Denver to
Aspen.

A sample reply is shown in the
illustration at the right.

GIVING UNDERSTANDABLE DIRECTIONS

Ken Eubonks is a general offq worker for Aspen Ski Corporation. Since the
Corporation owns three ski areas. swo hotels. and eight restaurants in Aspen. requests
for Information about Aspen or facilities are received daily at the corporation's mail
office.

-Instructions: The following message requesting information was received in
today's nail. Since San Eubanks Is away on vacation. you must refer to the map of
Colorado to secure the information needed to answer the questions in this message.
After you have dithered the information needed to answer these questions, write a
one-paragraph reply in the space provided.

LEGEND

offmmot

O man

1010e0111../.111.

9 so 190 150 miles

Scale

To: tiud4maraut,
'Apex Ski Covouthon

Aspen, Cotonwdo 81411

rAIE:
September& 4, I9 --

Rat utamatioA44 auteatica Awen.

2901 Arlington Avenue

Independence, AO 44051

pen3E: Out group wilt be holding a Convention an Aegen next month, and 1 have_

kook guts tio so abaci CoLonado aZlootto and haw to get Arm iaom them.

Mould you gout A egg to the fatta&Umg qutetiona

1. Which tomm4 in Cotortado have come:m.1ot ainponte 2. What Inteutate

kEehwev do I at to pet AO, Oenvek to Moen! 3. What the eophoz.umate

lateme item VUtUtitto Aeoen!

SIGHED
Geokgia °auto

- ---------
REPLY: _ _Tiv_424404.4 Cotolado the/ hay/ ---------- ailpo am AnIA. and

- - Pawl !hacks{.. -72 Vich tiors x04 'kin vut...4,^^
scot DcmytA 20unttcosuitoVIthe etjAj%,

2ULGItlImoort So.IALI9A &taws !eg!, onSraten,qiwLyte tai, -1 itO4 71l,rtly

to Loom, _The imettsge_bom 2eavyn_to leEen e8 acreue:uteis

SIGNS fta. j&vv&z.r1.1

(Simulatin Rage 2)
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Simulation Page 3

CHECK:

The paragraphs shown in the
Ski Condition Report at the
right are given as examples
of the types of paragraphs
students might write:

Check the paragraphs written
by students to see that they

are paragraphed logically.
For example, weather conditions
might be described in one
paragraph and information
about which ski trails are
open and which ones are closed
might be described in another
paragraph.

Optional Discussion Topic

-Ask students why the Aspen
Ski Corporation gives the
"Aspen Ski Condition Report"
away free. (Possible
answers: for publicity; to
create goodwill; public
service, etc.)

-Ask students to name some
businesses in their own
community that publish
free newspapers or reports.

Develop the idea that in our
enterprise system many
businesses provide public
service--for whatever
reasons.

lillITINS A WORT

Each day the Aspen Ski Corporation issues a
one -sheet "Aspen Ski Condition Report" which is
given out free at restaurants and other
businesses in Aspen.

One of Ken's tasks as general office
worker for the Aspen Ski Corporation is to pre-
pare this report. He collects information like
that shown at the right from the Ski Patrol and
VHS the information to write a paragraph or
two describing the weather conditions and
telling what trails are open and closed.

In the first line of the Ski Condition Re-
port,Ken always begins with a statement telling
whether the skiing conditions are excellent,
good, fair, or poor. Then he supports this
statement by describing the weather conditions.
He ends the report by telling what ski trails
art closed and what previously closed trails
have been reopened.

Instructions: Ken has written the first
senteni report on the form below.
He left the form for you to finish by writing
a Paragraph or two using the information
given in the Ski Patrol Report at the right.

[SKI PATROL REPORT

Dote: AftUd4U 10, 191 -

New Snow:' 3 indica

Condition of
new snow: 04y powdea

Depth of snow
base: 40 inches

weather: 35 to 40 deghees,
elem. skies.

Wind: Out o M.0, 4-6 WO

Skiing Conditions:
Excellent on both
uppeA S towert

Remarks:

Closed due to avalanche:
--All AU tAtat4 on Sun Mt.
--Ski trucita on tvestenn slopes

oi Stades Mt.

Reopened today:
--Navajo Mt. ski tnai14
--Nat( Moon Mt. ski tuits

THE ASPEN SKI CONDITION REPORT

Published daily Woverhber through AprcL
0,eriliments of the Armen Ski Comoration

Jaruutty 1, M-
ike akcixg conditions on the Aspen slopes Mt excellent today.

The AtOpe6 ate covered with 3 inches o6 new
powder snow overt a 40-inch base. The tempeAa-

tune Lts expected to teach 35-400 .today, and .the

Akie6 wit be cteak. The wind is out 616 .the

nonthwest at 4-6 mites pen houk.

Ate ski titaits on Sun Mountain and tAvitis

on .the wedtan Atope 616 Stades Mountain are

ceozed due .to avatanches. Taaitd on Navajo

Mountain and Nati Moon Mountain have been Ae-
openea.

(Simulation Page 3)
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11,
Simulation Page 4

CHECK:

The article on the right has
three sentences that do not
relate to the subject of
the article. Go over the
article with the students
and point out the
sentences that should be
crossed out.

Optional Discussion Topics

Ask students what topics
the paragraphs focus
around, and what the
topic sentence is.

EDITZNS ARTICLtS

Aspen Ski Corporation is going to host amateur ski competition during the

coming ski season. Before the ski season begins, a story advertising the

HASTAR ski races will be released from ASC headquarters.

Instructions:
Before releasing the story below, read it and drew t line

through all the sentences that don't pertaln to the subject matter of the article.

1975 NASTAR Ski Races
in the Rocky Mountain West

COLIZIRAD1D
lAspenHighlands
January 3 I. Ii.17.31,23.24.23.30.31
February 14.7.8.13.14,15.20 2122.

27.211
Monte 1.4.7,1.13.14.15.20,2122.27.

21Ln
moll 3,4 3,10

HASTAR is your chance to find out how good

you really are by testing your skiing ability

against the clock in an easy-to-ski slalom race.

Entering is as easy as buying a lift ticket.

--When zee 3t., is e.31-.-cl-1 avt--4he-meney-fer-e-1-44*-O4o4t-t---jeu-41.--knew-why-

-peopit-erfl-Atpevrt-ricirvaelr'i-gitettorr Pick any of the dates listed

here and show up on the day of a race. For a maximum S3 entry fee each

participant gets a NASTAR racing bib and a chance to win a medal. -Sios--

a-ma4044-emeresite4e-Fatea-

On the day of a race. the pacesetter at Aspen Highlands will make two

runs over the course before anyone else. -M-hven-1440+el+dt-Y*0-4440-

--,40-r-itt444. His best time. corrected by his national handicap.

establishes the standard--or par--for the day. Then it's all up to you

(Simulation Page 4)
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Simulation Page 5

CHECK:

Students should have
placed a checkmark by
each item on the post
card since each question
has been answered in
Ken Eubank's letter.

Students should have
placed paragraph marks
(W) in the letter to
Ms. Acorn as shown in
the illustration at the
right. If they have
paragraphed in a way
other than shown, they
should be given an
opportunity to explain
the reason they paragraphed
as they did.

Explain to students that one-
sentence paragraphs are accept-
able--and in some cases preferred- -
in business writing. The purpose
of business writing is to provide
the reader with necessary infor-
mation in clear, precise form- -
without embellishment.

Compare the purpose of business
writing with that of creative
writing.

COMPARING DIFORMTION

The fol owing post card came in today's mail:

114~44 4. II/

arnattsor
far tra omo I mat 41.11.41.4.* at Al Abaa Ima r t mrarr 1115.
KU ea aarajlm a./ 41JIA*41.44. ./ti. al ',ail.. Mr. gars CO2 at,

v't. 66% Zs roma Or Mt Genet Wort Ir4 rat It Atka tO
Ake Imo At a-mak t kmat
Cm 04 4444.6.. ra a suet( aga Min tvdAt W 4:1414 Fly
Mak b Ci*og 1* rim 1.1 a ry aw rate 1 r ztt. ri .award

b aura a roe al 0.4 dom.
I MU mat oktmo ttoomm met 1 ruwat Oa aU a*Italt144 btf
rain L Aoeot

1 4. NM I k .Ut to wit et eke MUhMAf lit kkomat Cm Mato.
Mellaimt aU rUf trite A.

s.

Below is a handwritten draft of the letter Ken has written in answer to

Ms. Acorn. He asks you to read through the draft before it is typed to

be sure he has answered all Ms. Acorn's questions. He also asks you to

mark his draft to show where it should be divided into paragraphs.

Instructions: Compare Ms. Acorn's post card to Ken's letter to see whether

Ate has answered all her questions. Place a check mark () by each question

on the post card if you find the answer to that question in Ken's letter.

Then read the letter again and show where new paragraphs should begin by

Nuking a mark like this:f (where each new paragraph should begin)
of

(Example: ". . .The ladies are staying at the hotel;PThe weather is good

for this time of year, and the tennis match will take place as planned. .")

Peat Ma. Acorn:

Aipen sa Located about 200 mita 6Aom DenveA, and you can &aye

thrice ikom the DenveA aiApott in about 41/2 to 51i hove, depending

on tAailfic and weather condttcon4.fl'VouA Auetvation at the Atpen

Inn Hotel iA con6iAmed dot Movers6eA 11 -25. YOWL Room mat have

twin 6triA 40 you and goat aiateA can chant a /Wok 16 ahe decide4

to cone to Aspen ataciNt have excettenC ski. initAU4t0AA AM Aspen,

and 41t.ling te.40A4 may be a,.anged at the hotel upon you& avavat.

1) ACC skiing equiment, including boots, may be Aenttd at the

ski shop in the hotel at at otheA aki shops in toot.

Sincetety youA4,

Ken Eubank

(Simulation Page b)
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111 Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
exp.lored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go
to explore the occupation
further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

MCWED I LIKE THIS TYPE OF CAREER?

1. Place a oho:quark beside the tasks listed bele: that you would like

to do:

Open and read mil Prepare bills

Noodle oselpleints orders over the
wiles problems phase

Figura people's pay Write letters

Operate la electronic Answer phone and take

calculator messages

Interview customers Give intimation to people

Compile reports

All of the above are activities that a General Office Worker might prime.

K. Would you like to be a general office worker? Yes No

3. What strengths de you feel you have that could be used in this occupation?

(Example: I am friendly.'eet along well with others. and so forth.)

4. General office workers are ecployed in nearly every kind of business. If

you worked as a general office worker. what was of busineises would you
meet enjo, working in?

(Simulation-Page 6)
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BACKGROUND INFORMATION ON GENERAL OFFICE WORKERS

Today's world is a business world. The demand for recordkeeping and

business data analysis is unprecedented. Office occupations comprise a

large segment of the labor force of the nation. The office worker is

occupied with the vast amount of information processing required in this

business world. Office workers gather, process, and analyze information

upon which important decisions are made. The tasks they perform are ones

that require basic office skills and a great deal of flexibility.

In spite of the mushrooming growth of electronic data processing

technology, the need for clerical workers is expanding rather than decreasing.

In Z965, there were ZZ million employed office workers; in Z972, 24 million.

According to Department of Labor projections, ot least 350,000 new cZericaZ

and related jobs will be added each year during the next decade; and at

least 350,000 additional cZericaZ workers will be needed yearly to replace

office workers who retire or leave their jobs for various reasons.

The basic functions of business and office work have not changed much

regardless of the sophisticated technology and improved office environment.

General office workers in their administrative support role stiZZ keep

records and type correspondence, operate office machines, place telephone

calls, answer telephones, take messages, greet clients, file and retrieve

business information, and so forth. Below is a summary of the varied duties

that fall into the broad area of general office worker's tasks:

-Copying data

Recording orders

' Giving information to super-

visor, customers, and others

'Receiving, paying out, and
balancing cash

Preparing inventories

-Operating office machines
. . .

Capabilities and skills required of a general office worker include:

Minimum graduation from high school

Spelling, grammar, and reading comprehension

Some familiarity with business subjects

. 4bility to foZ Zow directions

Aptitude in arithmetic

' Compiling records and reports

' Tabulating and posting data

Computing wages, taxes, premiums,
commissions, and payments

Freparing, issuing, and sending out
receipts, bills, etc.

' Adjusting complaints

-Handling mail

124



STUDENT MATERIALS

Following is a six-page "General Office Worker" simulation
which is to be duplicated, collated, and stapled into packets

for student use.

The simulation contains typical activities performed by a
a general office worker and requires students to write paragraphs

or make decisions regarding what should or should not be included

in paragraphs.

The Teacher's Key and Discussion Guide for the simulation

are found on the preceding"pages.



s
LINIT7

WHAT IS A GENERAL OFFICE WORKER?

You are preparing to take the place of Ken Eubanks as a general office

worker for the Aspen Ski Corporation. Some of the activities you will be

involved in include. . .

1. EDITING A MANUSCRIPT

3, COMPARING INFORMATION

2, GIVING INFORMATION AND

DIRECTIONS

4, WRITING A REPORT

(Simulation-Page 1)
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GIVING UNDERSTANDABLE DIRECTIONS

Ken Eubanks is a general office worker for Aspen Ski Corporation. Since the

Corporation owns three ski areas, two hotels, and eight restaurants in Aspen, requests

110

for information about Aspen or facilities are received daily at the corporation's main
office.

Instructions: The following message requesting information was received in
today's mail. Since Ken Eubanks is away on vacation, you must refer to the map of
Colorado to secure the information needed to answer the questions in this message.
After you have gathered the information needed to answer these questions, write a
one-paragraph reply in the space provided.

To: Headquantem

LEGEND

INTERSTATE

0 STATE

CONINIERCIPL AIRPORTS

9 50 100 :150 miles

Scale

FR01: intetnationat Sectetatiez A44}1.

Aspen Ski. Cotpoution 2901 Wington Avenue

Aspen, Cototado 81611 Independence, MO 64052

TE
September. 4, 19--

DA

MESSAGE: °tiWt group mite be hotd1ng a convention in Aspen next month, and 1 have

some questions about Cotonado aivon,t2 and how to get -to Aspen ,nom them.

Woued you ptease tepey to the liottowing question4?

1. Mach towns in Cotmado have comae-Lae ainpohte 2. What lntetstate

highway do I use to get litom Denver. to Aspen? 3. What Ls the approximate

miteaae ,room Denver to Aspen?

SIGNED
Geotg& DavLs

REPLY:

SIGNED

(Simulatlp Page 2)



WRITING A REPORT

Each day the Aspen Ski Corporation issues a
one-sheet "Aspen Ski Condition Report" which is
given out free at restaurants and other
businesses in Aspen.

One of Ken's tasks as general office
worker for the Aspen Ski Corporation is to pre-
pare this report. He collects information like
that shown at the right from the Ski Patrol and
uses the information to write a paragraph or
two describing the weather conditions and
telling what trails are open and closed.

In the first line of the Ski Condition Re-
port,Ken always begins with a statement telling
whether the skiing conditions are excellent,
good, fair, or poor. Then he supports this
statement by describing the weather conditions.
He ends the report by telling what ski trails
are closed and what previously closed trails
have been reopened.

Instructions: Ken has written the first
sentence of today's report on the form below.
He left the form for you, to finish by writing
a Paragraph or two using the information
given in the Ski Patrol Report at the right.

SKI PATROL REPORT

Date: Januaty 10, 199 -

New Snow: 3 .inches

Condition of
new snow: Dry powder

Depth of snow
base: 40 inchez

Weather: 35 to 40 deg/mu,
awn 4kie6.

Wind: Out o6 NW, 4-6 MPH

Skiing Conditions:
Excellent on both
uppen g toweit ztopu.

Remarks:

Ctased due to avalanche:
--ALL .ski tira.ilis on Sun Mt.

- -Ski, tAta.14. on western 4tope6

oi Seadea Mt.

Reopened today:
--Navajo Mt. .6hi
--Hati Moon Mt. .ski, tAailz

THE ASPEN SKI CONDITION REPORT

Pub14. 0ea daily November throl0 Aprtt
Compliments of the Aspen Ski Corporation

January 14 J91-

The 6 g conditions on the Aspen 4tope4 are excettent today.

(Simulation Page 3)
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EDITING ARTICLES

Aspen Ski Corporation is going to host amateur ski competition during the

coming ski season. Before the ski season begins, a story advertising the

NASTAR ski races will be released from ASC headquarters.

Instructious;
Before releasing the story below, read it and draw a line

through aii the sentences that don't pertain to the subject matter of the article.

4 1975 NASTAR Ski Races
in the Rocky Mountain West

COLOR AnC
Aspen Highlands
January 11,16,17,18,23,24,25,30,31
February 1,6,7,8,13,14,15,20,21,22,

27,28
March 1,6.7,8,13,14,15,20,21,22,27,

28,29
ril 3 4

NASTAR is your chance to find out how good

you really are by testing your skiing ability

against the clock in an easy-to-ski slalom race.

Entering is as easy as buying a lift ticket.

When you start to shell out the money for a lift ticket you'll know why

people call Aspen a rich man's ghetto. Pick any of the dates listed

here and show up on the day of a race. For a maximum $3 entry fee each

participant gets a NASTAR racing bib and a chance to win a medal. Some

skiiers end up with nothing to show but a cast on their broken leg and

a pained expression on their face.

On the day of a race, the pacesetter at Aspen Highlands will make two

runs over the course before anyone else. At Aspen Highlands you can

take your skiing any way you want it--straight up, on the rocks, or

with a twist. His best time, corrected by his national handicap,

establishes the standard--or par--for the day. Then it's all up to you

(Simulation Page 4)
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COMPARING INFORMATION

The following post card came in today's mail:

September 4, 111-

Gentlemen:

Some time ago I made Auvevation4 at the Alpin Inn Hottt boa HovembeA 11-25.

Witt you AtconVivm my AwAvation. with the hotel. Atao, pleat .Lett me:

1. How liak 44 AApen pcom the Denven aiApoxt and how Long watt 2 take to

ditive 00,1 the ainpoat to Aepen!

f. Can the kohl give me a AingLe aoom with twin bedtt Ay Aistea may

decide to come to A4pen OA a day Ok tWO white 1 an theAe, and we would

Like to AhaAe a Acorn id Ahe doei.

3. 1 witt umntAkiing teA4op4; :mat I aAAange boa a AU inatauctoa belioae

I amive in Aaptni

4. Mitt I be able, to kVA att. the neee64my Alai equipment A hpen,

including ik. boot~.'
Eunice ACOAA

Below is a handwritten draft of the letter Ken has written in answer to

Ms. Acorn. He asks you to read through the draft before it is typed to

be sure he has answered all Ms. Acorn's questions. He also asks you to

mark his draft to show where it should be divided into paragraphs.

Instructions: Compare Ms. Acorn's post card to Ken's letter to see whether

he has answered all her questions. Place a check mark () by each question

on the post card if you find the answer to that question in Ken's letter.

Then read the letter again and show where new paragraphs should begin by

making a mark like this:AP (where each new paragraph should begin)

(Example: ". . .The ladies are staying at the hotelA0The weather is good

for this time of year, and the tennis match will take place as planned. .")

Dean Ms. Aeon:

Aspen is located about 200 mites horn Denvet, and you can dkive

there likom the Denvek ainpoht in about 4% to 5% houitz, depending

on mall is and weathek conditions. You& usavation at the Atpen

Inn Hotet 4:4 con6inmed eok Novembet 17-25. YOU& ADOM Witt have

twin beds so you and yowl sistt& can share a AOOM i6 she decides

to come to Aspen ado. We have exeeteent ski inst&uctots in Aspen,

and skiing lessons may be amanged at the hotel upon yowl. auivat.

Ate skiing equipment, including ski boots, may be /tented at the

ski shop in the hotel on at °there. zdei .shops in town.

Sincekety your,

Ken Eubanks

(Simulation Page 5)
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WOULD I LIKE THIS TYPE OF CAREER?

1. Place a checkmark beside the tasks listed below that you would like

to do:

Open and read mail Prepare bills

Handle complaints and Record orders over the

solve problems phone

Figure people's pay Write letters

Operate an electronic Answer phone and take

calculator messages

Interview customers Give information to people

Compile reports

All of the above are activities that a General Office Worker-might perform.

2. Would you like to be a general office worker? Yes No

3. What strengths do you feel you have that could be used in this occupation?

(Example: I am friendly, get along well with others, and so forth.)

4. General office workers are employed in nearly every kind of business. If

you worked as a general office worker, what types of businesses would you

most enjoy working in?

11/ (Simulation-Page 6)
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WIT 8

VEZITING LETTERS OF APPLICATION AND

RESIDES

PURPOSE

The purpose of this unit is to show students
that the ability to write is important when
applying for a job.

MAJOR ACTIVITY

The major activity of this unit consists of
having students apply for a job by writing letters
of application and preparing personal resumes. The
activity is designed to encourage students to
review and analyze their own backgrounds and to
give them experience in writing application letters
and filling in personal data (resume) forms.

PROCEDURES

Duplicate pages 134 and 135 and distribute copies to students. Then follow
these procedures:

1. Read the information and instruction on top of page 134 with the students.

2. Ask students to read the Daily News advertisements on the bottom half of
page 134 and select one job for which they would like to apply.

3. Review the sample application letter (top left side of page 134) with
students. Point out that this letter concisely provides the type of
information that should be included in a general letter of application.

4. Ask students to write their own letter applying for the jobs they selected
from the Daily News advertisements. Suggest that they use the letter at
the top of page 134 as a model.

5. After students have Written their letters of application, have them complete
the resume form on page 135. Tell students to predict the experiences they
will have had by the time they are 20 years old and to fill in the form
with this information.

After students have completed their letters and resumes, read and evaluate
their completed work. Check to see that the letters contain the type of informa-
tion called for in the instructions on page 134. Conclude the activity by
discussing with students the importance that well-written, neat, and accurate
letters of application play in getting a job.
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OPTIONAL ACTIVITIES

1110 Have each student interview and write the life story of an employed
person, including information about the work performed by the person
interviewed and about how the person came to select the Job in which
he is working.

Ask the typing teacher to assist you in having the stories typed by
typing students. Duplicate,and combine the stories into a publication
which might be titled "People," "People at Work," "Real Life Stories,"
or "Careers."

2140 Take students on a field trip to observe business employees at work,
and then have students write eye. witness accounts of what they saw.
Review the stories and select several which present different

Have students read the stories selected to see how different
people notice different things in the same situation.

34400' Select from a newspaper, TV, or radio news an incident that will interest
the students. Have the students think of ten questions that they would
ask if they were interviewing an eyewitness to the event. Then select
an outgoing student to play the eyewitness and allow the members of the
class to interview him (or her). Or, if possible, bring an actual eye-
witness of the event- -which may be a school event - -to class to be inter-
viewed. After the interview, have each student write a story of the
incident based on the information obtained during the 'interview.

FIELD TRIP

. . to a state or private employment agency to see the process that a
person might go through in finding a job And to learn what services
Are provided by an employment agency.

. . to any local organization that employs a personnel director to learn
what the personnel director looks for when reviewing job applications.

(See the Field Trip Guide in the Appendix for field trip procedures.)

INTERVIEW

. . a personnel director of any local organization to learn what he or she
looks for when reviewing letters of application and resumes, and in
conducting interviews.

. a training director of any local organization to learn what qualities,
traits,, and skills he or she especially wants new employees to possess.

(See the Interview Guide in the Appendith for procedures to conduct a class

111
interview.
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Sample Letter

318 Swallow Road
Oakland, CA 93588
August 9, 197-

Mr. Donald Reynolds
Reynolds t Associates, Inc.
20 Tower Boulevard
Riverside, CA 92503

Dear Mr. Reynolds:

Please consider me as an applicant for the position of
chief systems analyst at Reynolds and Associates. Inc.

I am interested in a position with your firm because of
its excellent reputation for thoroughness and reliability

.
among data processing consulting firms. As shown on the

enclosed resume, I have been employed in the field of
data processing for the past ten years. Seven years as

senior systems analyst and 3 years as a computer programmer
for Computer Consultants have provided me with the
experience necessary to step into the position with

your firm.

I could be available for employment upon two weeks'

notice. if you desire further information about my
qualifications or would like to talk with me in person.
please call me at (415) 588-4173. I am available for

a personal interview any afternoon after 2 p.m.

Sincerely yours,

Susan 0. Allen

Enclosure

APPLYING FOR A JOB

Have you ever thought how you would act and

:what you would say when applying for your first
`job? Have you thought about what you would write
if you were writing a letter to apply for a job?

-Assume that you are 20 years old and applying
for one of the jobs described in the advertisements
below.

INSTRUCTIONS:

. 1. Decide for which job you want to apply. Then

write a letter applying for the job. Address

your letter to Office Placement Service at the

address given below. In your letter include:

(1) what job you are applying for;
(2) why you are interested in the job;
(3) why you think you are qualified for the job;
(4) when you are available to begin work;
(5) when you are available to interview for

the job. (Give your telephone number so
the employer can call you if he wishes.)

'2. Next, prepare a written summary of your background,
including education, work experience, and
references. This summary, which should be
enclosed with your letter of application, is
called a resume. Use the form on the following
page in preparing your resume.

EXECUTIVE TRAINEE
f

ACCOUNTANT

Start at $8400 to $12,000. t Need office manager with

. Degree mandatory. Leadership! accounting degree and 2

ability in business required.! years experience in heavy ;

OFFICE
Exceptional opportunity for ! general accounting and ,

rapid advancement and quality bookkeeping. .Salary open.

PLACEMENT SERVICE !executive training.

360 S. Madison OFFICE CLERK

Denver, CO 80302

RECEPTIONISTS

SECRETARY
:General office duties,

Interesting & challenging 1 typing, filing, adding

1

!executive sec. position with I machine, etc. Prefer

If you have a flair for excellent career opportuni- i light accounting experience

people, fun & lots of excite--; ties. Experience necessary, 1 Excellent wages & benefits1

ment, then this is for you. shorthand required, sound ;

Grace the front desk and meet' judgment & ability to deal ; MANAGEMENT TRAINEE

lots of interesting people. with people a must. Good

Sal. $475-525. r benefits. Salary commensurate
$9,000 after 7 yr. Only

with ability.
limit is your ability &

GENERAL CLERK $591 .

ambition. Start at $550

PUBLIC RELATIONS
i a month to learn all

This organization i's looking phases of business. Then
MARKETING REPRESENTATIVE

for guy to handle light have your own store in

clerical duties, shipping & This position involves an ! one year. If you want a

packaging. Top benefits. interesting mixture of admini career where the sky is

Will advance to $671 within iistration, public relations, the limit, write us today!:

i1 year. and promotion. Start $7,800.
I
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A resume is a concise summary of your background, education and
abilitiii7Kneat copy of your resume should be enclosed with each letter
of application you write. The purpose of the resume is to let the employ-
er know something about your qualifications for the job. Place yourself
in the situation you expect to be in when you are 20 years old and pre-
pare your resume by filling in the form below.

]1) Write in your name
and the other infor-
mation called for
at the right

DBriefly describe
the type of job
you want

List names of schools
attended and the city
and state of each

List all courses
you have taken that
have prepared you
for the job you are
seeking

List names and ad-
&vases of people
and companies you
have worked for and
briefly tell type of
work done for each

-6) List names and ad-
dresses of at least
three adults (other
than family members)

know you well
end will give you
good recommendations

RESUME

NAME:

ADDRESS:

AGE:

HEIGHT:

WEIGHT:.

CAREER OBJECTIVE:

EDUCATION:

College

MAJOR COURSES:

High School Junior High

WORK EXPERIENCE:

REFERENCES:

1)

2)

3)
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NOW A MARKETING RESEARCHER

PLANS A BUSINESS LETTER

PURPOSE
The purpose of this unit is to help students understand the basic steps

necessary in planning a business letter and to acquaint them with the work

carried out by a Marketing Researcher.

MAJOR ACTIVITY

The major activity of this unit is planning and writing a first draft of
a business letter which will be sent to selected customers by the Benton Motor

Car Company. The purpose of the letter is to ask customers to suggest a name
for a new compact car to be introduced in the fall. The unit emphasizes the

planning and writing of an effective business letter; however, you will also
want to emphasize word usage and spelling.

Before Class Begins:

1. Duplicate enough copies of the simulation packet (pages 149-154) for all students

in the class.

2. Read the background information on Marketing Researchers.

During Class:

1. Distribute the simulation packets, reading and discussing the first page with

students. Suggested discussion topics are given in the teacher's key which

begins on page 141.

2. Ask students to complete pages 2 through 5 of the simulation. While they do

this, you may wish to read through the teacher's key.

3. When students have finished the first five pages, go through the simulation

with them. Check their work and discuss with them the topics shown in

the Teacher's Key.

4. After checking the simulation exercises, have students turn to page six of

the simulation packet to answer the questions and discuss the topics at

the top of the page.

5. If time permits, use one or more of the discussion topics or activities listed

on the following page to conclude the unit.
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OPTIONAL ACTIVITIES

111* Writing Letters: The "Since You Asked" exercise (page 139) provides student

with an opportunity to compose their own letters. Ask each student to pick

one of the four letters and write a reply to it. (If students know how to

type and have access to a typewriter, have them type their replies.) Stu-

dents will find it necessary to look up information needed to answer the

letters. Possible sources of information include the World Almanac (or any.

other almanac), or sports, TV and entertainment magazines.

1. Duplicate and distribute a copy of "Since You Asked" on page 139

to each student in the class.

2. Have students choose at least one letter they would like to answer.
Discuss possible sources students can consult for information necessary

to answer the letters.

3. Assign each student a number and have them identify their finished.
letter with their number instead of their name.

4. After students have written their letters of reply, have the class
judge and select the best letter for each of the four requests. This

can be accomplished by posting the letters on a bulletin board and

having the students read them. Then have students vote for the best

letter.

Class Survey: "Marketing Researcher For a Day". This activity gives students

experience in doing marketing research on a new product or service.

1. Have students select a new product or service that they think is

especially good or especially poor. Have them validate their opin-
ion by interviewing consumers to find out their opinion of the pro-

duct or service. (The class may choose products consumed mainly by
youngsters in which case the interviews could be conducted in school.)

2. As a class, decide on several questions about the product, to ask
prospective consumers. (See Interview Form, page 138)

3. Have each member of the class interview six people and bring the in-

terview results to class.

4. Go over each question in class and have students give their results

while a student tabulates the findings on the chalkboard.

5. After the interview results have been tabulated, discuss with the

students whether they think the product will be successful. Why or

why not?

6. Have students write a report of their research findings. The report

might be published in the school newspaper or poster on the school

bulletin board so that others can see the results of the research.

7. Discuss with students what they liked and disliked about interviewing

consumers. Ask students whether they think they would enjoy being

Market Researchers.
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SAMPLE INTERVIEW FORM

PRODUCT: Electronic Pocket Calculator

1. Do you or your family own an adding machine? Yes No

If yes, what type math problems do you use it
for?

2. Would you prefer to use an. electronic pocket calculator rather
than an adding machine? Yes No

3. If electronic pocket calculators were available for under $50,
would you buy one? Yes No

3 Arranging Information: "Scrambled Letter Parts." The letters in the "Scrambled

Letter Parts" activity on page 140 will give students a review of basic letter parts.

1. Duplicate and distribute a copy of "Scrambled Letters" to each student
in the class.

2. Have students work through the activities according to the instructions
at the top of the page.

3. After students have completed the activity, go over the correct

answers with them.

11/

4. Ask students whether they enjoyed looking up the information they
needed to answer the letters. Explain that they were doing research
when they were "searching out" the information they needed.

Ask the students whether they enjoyed writing their letters.

4 '*Ask students to write letters to themselves telling about themselves--their
future plans, their friendships, their likes and dislikes, and so forth.
Have each student seal his or her letter in a self-addressed, stamped

envelope. Keep the envelopes and mail to the students when they graduate.

5 ftllHave students collect handwritten and typewritten letters. Have them display

the letters on the bulletin board to demonstrate that typewritten letters
generally are more easily read than are handwritten letters.

FIELD TRIP

. . . to a business that has a marketing research department to observe how the

company determines whether a product will sell, how a name is chosen for the

product, and how the product is advertise.: and distributed.

. . to a private marketing research firm that works on contract for a variety

of businesses to observe the different occupations and duties of people

involved in marketing research.

(See Field Trip Guide in Appendix for field trip procedures.)

. . . a marketing researcher from a local manufacturing firm

. . . any employee from a marketing research department or research firm

(See Interview Guide in Appendix for procedures on conducting a group interview.)

151.
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OSINCE YOU ASKED
By: Fred Kramer

Dear Fred:
I've been a fan of the
Jackson Five ever since
their first hit record
and would like to know
the names and ages of
the five brothers. Also
what are the titles of
their best-selling hit
songs? One more thing
I'm interested in find-
ing out is if any of
them are married.

Mary Washington
309 W. Overland Ave.
San Diego, CA 92103

Dear Fred:
I know that Hank Aaron
has just passed Babe
Ruth in total home runs.
I would like to know wh
comes after these two

players. Who makes up
the rest of the top ten
home run hitters?

Jose Hernadez
80 Rainbow Circle
Loxahatchen,FL33470

Dear Fred:
I am confused as to who is

the best woman tennis player.
Of these four--Evonne Goole-
gone, Margaret Court, Billie
Jean King, and Chris Evert,
who won the most tournaments
and money last year?

Leslie Dennison
Phoenix, OR 97535

Dear Fred:
Can you tell me anything about
my favorite actor, David Cara-
dine, who stars in the*Kung Fu
television series. I'd espec-

ially like to know such things
as (1) where and when he was
born, (2) where he lives,(3)
how much money he earns a year,
(4) whether he is married or

has a "steady", etc. Please

answer this letter right away
as I am on pins and needles
waiting for your answer.

Jennie McDonell
1861 Crooked Road
Lansing, IN 46987



SCRAMBLED LETTER PARTS

Instructions: Below are the scrambled parts of a business letter. Place

the number of each part in the circle located in the correct position on
letter form. One circle is filled in for you.

r
1_

11

Very truly yours, 1

J

[Jeanne Phillips 2 I

Dear Mrs. Adams:

4

CANINE COIFFURES
100 East Lansing Blvd.
Canton, Ohio 44306
February 2, 197-

5

I Mrs. Kenneth Adams
i P.O. Box 2894
1 Canton, Ohio 44306

According to our records, it has
been six months since we last groomed
your dog, Moses. Why not make your
dog happy by calling us today for an
appointment for a clipping and shampoo.

140

-0

1

Elizabeth Dawson

2

I am replying to the ad in Sunday's
newspaper about the secretarial posi-
tion in your office.
In June I received my Associate Degree
in Secretarial Science. While going
to school, I worked one-half time as
a secretary at the law firm of Jackson
and Manning.
My resume is enclosed. If you would

like further information about me,
please feel free to call 491-7181.

Dear Mr. Simon:
4

Mr. William Simon, Manager
American Heritage Ins. Co.
1933 West Jackson Blvd.
Ft. Lauderdale, Florida 33302

5

1621 Azalea Drive
Ft. Lauderdale, Florida 33302

July 28, 197-

15-3

-6

Sincerely yours,'



111 Simulation Page 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they are
acquainted with any people who
do research on products or
services as a part of their
job.

b. Develop the idea that although
a market researcher performs
all the activities in this sim-
ulation, they do also perform
many other activities:

Market researchers may go
door to door to ask people
about a particular product
or service; they may make
telephone surveys; or they
may prepare and send out
questionnaires through the
mail.

The market researcher may

.do research to find out
whether people like or
dislike a product or
service.

.do research to find out
whether or not people
are likely to buy a new
or proposed product

i`NI
BATT

NOGGINS AS A MARKETING RESEAACNIA

Jimmy Cafsgn marks as a Market Researcher for the Benton Motor Car Cam -
Piny. a small automobile manufacturing firm that produces little-known but
high quality automobil..s. You have Just been hired is a research worker and
are working with Jirmy while you learn more about the research department.

Today you will read a file in the research department to find out more
about a new car being produced by the Kenton Company and to learn about a
contest being conducted by the company. You will also plan and write a letter
to Kenton customers.

Today you will spend time.. .

1. FIN= INWATION

3. IITIIG LEI

FEHRTS

2. RPtiltfi LEITERS N13 FPR10116 RaEARCH

MTERIALS

(Simulation Page 1)
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Simulation Page 2

CHECK:

Students should have
filled in the blanks
at the left of the
sample letter as shown
in the illustration at
the right.

Review the parts of
letters with students.

Also, discuss with
students the idea
that a business letter
should

.contain all the informa-
tion that the addressee
will need to understand
the message rully.

.be concise; not contain
unnecessary words.

.be mechanically and
grammatically correct

. be written in the "You"
approach; the writer
should avoid excessive
use of "I" and "We."

006A1412114 111FOR1MTi0 N

Oelow is an example of a
business letter from the Seaton

Motor Car

Company offices.
Jimmy Carson gave you this

letter from the files and asked

yam to become familiar
with it so that you will

have a format to follow when

11141 are writing letters.

Instructions: As a review of
the arts of letters. fill

in the blanks at

the left il-the letter with the
naot Jf each part of a business letter. The

ports of a business letter are
shown below. but they are not

shown in the

peeper order.

Complimentary Closing

Inside Address
Message or lady

Heading
Signature
Salutation

When you write your own
letters later. you will want

to refer to this page.

?'akin itatria

Situation

lieuage of Secb)

Cava.Textual

Wang

Slinietute

BENTON MOTOR Csa 03t/a/ff
232 Market Street

Detroit. Michigan 48201

March 10, 1117-

IMe. Gail Pollingsworth
All Navajo Drive
Salltil Fe. Nov Mexico $7501

(Sear 'Penton Om err

As am owner of a tertian
product. you viii want to beep

[

your car in good condition.
According to cur records

your warranty will 'eon
expire: therefore, we recommend

you bring your car in soon for a complete
check and

servicing before your warranty
expiration este.

IA, cat telephone the
melte warner of your loud

Denton dealer today aid make An Appointment to have

your car serviced.

(Tours truly.

/1cr-44`le-- (.;t1

(Sharon Cody
Director of Customer Relations

(S1Pulation Page 2)
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Simulation Page 3

CHECK:

Students were to under-
line information in the
"File" that they would
need in writing their
letter announcing the
contest.

Information is underlined
in the file shown in the
illustration at the right
as an example; however,
students may have under-
lined information other
than that shown--which
is all right as long as
they can adequately justify
including the information
they underlined in their
letters.

Discuss with students the
importance of gathering
the necessary data before
beginning to write a busi-
ness letter. Develop the
idea that if a writer must
continually interrupt his
writing to gather informa-
tion, he loses his train
of thought; consequently,
his writing may take longer
and is likely to be less
effective.

FINDING INFORMATION AND PLANNING A ROSINESS LETTER

Jimmy found the following eildmorandue and file en his desk this

morning. He asks au to write a draft of the letter requested by Mr.
tinton In his memo.

Instructions:

(1) 1:arti the below and note chat Mr. Renton wants included

(2) The file at the bottom of the page contains all the information
you will need to corpose your letter. Read the material In the
file and underline the information you will need for your letter.
Then go brifiTneTt page and follow the Instructions there.

TO

DEPT.

MOMEIEDVDA
Jimmy Carson not
Marketing Research DEPT.

suBJEcr compact Car Model /962 DATE

A.R. Renton

Marketing

March 10, 197-

Please prepare a draft of a letter to be sent to our customers telling
them about the contest to name our new compact car. Model 962. In

your letter:

1) Explain the contest. e-ohasizing that a free compact car will

be given to the 'hare the Compact' winner and gluing the other
essential details of the contest.

2) Describe several !saw-es of the car suet as interior. engine
size, type of transmission. piles per gallon. seating capacity. etc.

3) Encourage customers to enter the contest.

You can get the inforration ya4 need for the letter from the enclosed

file on 'Name the Coopace.

FILE: ton "nt CChtl'AC-1

MOTASLE STANDARD FEATURES
of COMPACT CAS MODEL SO
.4 cell-der eextne .fully synchronized.
4 -eared conual transmission with 1j2IFIL
mounted dhiLL .macual front disc orake
.6.00 x 13 SSW tires .1cpact resistant
front and rear bumper systems .dlrect-
tare ventilation .3-speed reater .iMcking
lamps .inside hod release .seat belt
interlock system AnaLANLE AVD fC9SiRr
Allah back contoured all-vinvi 'vine. setts
.flier cats .mini-,,e-Ale .br.cht backnie
.wIntishield moldings slotted wheels and

hub caps.

IMEASEREMENTS
!Wheelbase. .
Veight . . . .50.3"
Front Treed. .55.0"
Curb W4(2000cc)2441
FA, r,5 4

Length. .146.1e
Width . 66.4'

Rear TreadS5.S
Fusl Cap. 13(rw1)

"Ile)... 23

to > NOTICE
From aenton Motor Car Company 1

"Mare the Compact" i.
A cylaILI3LAILLI.Ir rew corpect I

car. o.,1 56.2. Is Pons conzu:ted 0

among ncsten cutortrs.
for the person suGhittin, the wis.
ning name compact. y

the deadline for suonittinl untrieS
j.1211LJO,, the Winner v111

be announced July 1.

(Simulation Page 3)
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Simulation Page 4

CHECK:

A sample paragraph outline
for the letter students are
to write is shown in the
illustration at the right.

Not all students will have
outlined their letters in
the manner shown here. How-

ever, check to see that they
did prepare an outline and
that their outline seems
logical.

The easiest way to plan
the letter is to follow
the three points given in
the memo from Mr. Benton
(Simulation Page 4):
(1) explain contest; (2) tell
about the new car; and (3)
urge customer to enter con-
test.

Discuss with students the
importance of planning a
letter before beginning to
write it. The planning is
not always done on paper
as here; sometimes one
plans a letter simply by
"thinking it out" before
beginning to write.

KAMM AND WNITIND A latSINESS LE1111

You are to write your letter announcing the
'Compact Car Contest'

en the letterhead paper which is the next page. Before you write the

latter. however. make an outline below of what
information you Plan to

include In each paragraph. You must decide the number of paragraphs you

mill need in the letter. An outline of the first paragraph is given

enly as an example- -you may want to include other
infOrnatiOn In your

first paragraph.

Example: 1st paragraph
--Sexton florae Can Covpany 44 conducting a contest to

neat a new ccwpact tan, Model tit

--Selected cuwtcwcf-s ant envettd to Data
nut 'gaze matt be a atm compact Model ,i2

log paragraph

-4414tOn gOt04 Can COmeny 44 conducting a contest to MIK a new

compact omt, Soda ?Si
--Selected cu stoweu at .invited to three
--Fleet ptite mitt be a new convact Model /if
- -Empty dezdtine is ;lag to

-41111A4AA dm:canted Jag

2nd parseraph

--immt-pmaaengot compact
Inck, at/ vinyl 9cent .rata

--oima-comicte
174.cytindotengane
aomcattonized. 4apeed taaniaaraion, Loon mount

S matte put gallon

3rd paragraph

--eaten. today
--send ee bong you& choice of nap( to us
--ammembtA to aubmat by tray 10

OANitinue outlining your poro,roohe on the bath of chi. Owe if you plan

OF haw mon than tnrec parayraphg.
Then pilau the instruction. bniou.)

Instructions: Now that you have ride an outlire of each paragraph. go

to the next page and write your letter.
Address the letter you write to:

Mr. Andrew Colltnt
4474 Highland Avenue
Louisville. Kentucky 40202

and sign your Own name.

(Sfoulation Page 4)
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Simulation Page 5

CHECK:

A sample letter is shown
in the illustration at the
right; however, each student's
letter will be different.

Check to see that students have
included all pertinent informa-
tion in their letters and have
developed logical paragraphs.

Completed letters might be
posted on the bulletin board.

Also, check to see that students
have included all the letter parts
as shown on Simulation Page 2.

232 Market Strout
Detroit. Mlaisaa 48201

iCtmetext Date)

114.14wks*Cottim
4414 14141aaltd AVtlUlt
Lemismitte. Kentucky 40101

Pent M. CoU,Clu,

Sutton Moto& at Company RA conducting 4 CORtat LI wit a now

jemmenv-t cat, Model fit. You ate one oi a Ow selected cuitomeas invited

te antet this contest, ',hick ends May to. 117.. The prize put the peltsot

anbuitting the winning 441.4 Zs a Ueda 02 weloact, and the WalltA wilt. be

earemereced on Juty 1.

Motet 162 as a iomt-passenger compact with high beck eontomted att-

oin'yt (tont stets and a Millie0440te. It /14.4 a (out-cgtindot engine and

a jetty-syncittoniced. Somt-smeed minuet ttax3r.1444211 with stook taunted

skit, And, best o att, et gives up to 25 eaitts pet getton.

1,01# not race today? Just send OR !Aim to as the name you would

cheese Oa this nee eosvact. RtAtfflbtt, att taxies must bt submitted no

tau Omen Azty tO.

Y.uu teal,

11.tudta's signattattl

(Simulation Peg* 6)
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411 Simulation Page 6

The purpose of the questions

on page 6 of the simulation

is to encourage students to

examine their own abilities and

personality and compare these

to the characteristics needed to

succeed in the occupation

explored in this simulation.

Encourage students to talk

about their own likes and

dislikes and about the things

they think they would like

and dislike about this

occupation.

Work with the business and

office resource teacher to

identify resources to which

students who are interested

in this occupation can go

to explore the occupation

further. Also, work with

the business and office

resource teacher to develop

additional exploration
activities related to

this unit.

MOULD I BUN BEN A MEIN MOVER?

Dm you think you weuhl enjoy being a marketing reemerchtr?
If most of your answers below are yes, chances are "Of

would.

MOdLgto.

Co you like to look for Information? Yes Ni

2. Do you like to plan letters er written
reports? Yes N,

3. Do you like to write your own letters? Yes No

a. De you like to hear other people's 00Iolohs?Yes Ni

5. Do >mu feel that you can express yourself
well en paper? Yes Ns

d. Are interested in current affairs? Yes No

7. Maya. able to cmee up with fresh ideas? Yet Na

S. De you like to reed? Yes

Meade you think Cr, the most interesting features of marketing research?

Would you like to do this type of work? Yes No

(SImulation Page i)
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BACKGROUND INFORMATION ON MARKET RESEARCHERS

Businesses which are selling a large volume of goods must

make decisions about how their products will sell; whether or not to

stock a new brand name; whether to ship their goods by rail, truck

or some other method; and to determine what kind of advertising will

sell the most products.

This type of work is handled by a person called a Marketing Research

Worker, who provides managers with much of the information they need to

make decisions on how to market the company's products. The job of

Market Researcher requires collecting, analyzing, and interpreting many

different kinds of information.

The Market Researcher:

.Collects facts from published materials about the product.

.Writes to customers to find what their likes and dislikes are

and to get their opinions of products.

Market Research Workers are employed by very large stores, radio

and TV firms, newspapers, and other large businesses. Other researchers

may work at university research centers, government agencies, and or-

ganizations which provide information to business enterprises.

During the Z970's more and more research workers will be needed.

They usually work in centrally located offices. Sometimes they must

do a considerable amount of traveling in connection with their work.

The starting salaries for marketing research trainees are about

the same as those of public school teachers. Those who go on to further

their education in this field may earn much more.

147
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STUDBIT MATERIALS

Following is a six-page "Marketing Researcher" simulation
which is to be duplicated, collated, and stapled into packets
for student use.

The simulation contains typical activities which may be
performed by a marketing researcher and requires students to
do research (read a file) and plan and write a letter.

The teacher's key and discussion guide for the simulation are

found on the preceding pages.

.e..t.., .4
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UNIT 9

WORKING AS A MARKETING RESEARCHER

Jimmy Carson works as a Market Researcher for the Benton Motor Car Com-

pany, a small automobile manufacturing firm that produces little-known but

high quality automobiles. You have just been hired as a research worker and

are working with Jimmy while you learn more about the research department.

Today you will read a file in the research department to find out more
about a new car being produced by the Benton Company and to learn about a

contest being conducted by the company. You will also plan and write a letter

to Benton customers.

Today you will spend time. .

1, FINDING INFORMATION.

3, WRITING LETTERS AND

REPORTS

2, PLANNING LETTERS AND METING RESEARCH

filTERIALS

(Simulation Page 1)
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ORGANIZING INFORMATION

Below is an example of a business letter from the Benton Motor Car
Company offices. Jimmy Carson gave you this letter from the files and asked
you to become familiar with it so that you will have a format to follow when

you are writing letters.

Instructions: As a review of the parts of letters, fill in the blanks at
the left of the letter with the name of each part of a business letter. The

parts of a business letter are shown below, but they are not shown in the

proper order.

Complimentary Closing Heading

Inside Address Signature

Message or Body Salutation

When you write your own letters later, you will want to refer to this page.

f

BENTON MOTOR CAR COMPANY
232 Market Street

Detroit, Michigan 48201

March 10, 197-

Ms. Gail Hollingsworth
88 Navajo Drive
Santa Fe, New Mexico 87501

tDear Benton Owner :

fAs an owner of a Benton product, you will want to keep
your car in good condition. According to our records

your warranty will soon expire; therefore, we recommend

you bring your car in soon for a complete check and

servicing before your warranty expiration date.

Why not telephone the service manager of your local
Benton dealer today and make an appointment to have

your car serviced.

{Yours truly,

',:Ai/ I , '-7C ( '1'4./1

/;

[

tSharon Cady
Director of Customer Relations

(Simulation Page 2)
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FINDING INFORMATION AND PLANNING A. BUSINESS LETTER

Jimmy found the following memorandum and file on his desk this
morning. He asks you to write a draft of the letter requested by Mr.
Benton in his memo.

Instructions:
(1) Read the memorandum below and note what Mr. Benton wants included

in the letter.
(2) The file at the bottom of the page contains all the information

you will need to compose your letter. Read the material in the
file and underline the information you will need for your letter.
Then go to the next page and follow the instructions there.

TO

DEPT,

SUBJECT Compact Car Model #962

INTEROFFICE NEVORANDUI

Jimmy Carson

Marketing Research

FROM

DEPT,

DATE

A.R. Benton

Marketing

March 10, 197-

Please prepare a draft of a letter to be sent to our customers telling
them about the contest to name our new compact car, Model 962. In

your letter:

1) Explain the contest, emphasizing that a free compact car will
be given to the "Name the Compact" winner and giving the other

essential details of the contest.

2) Describe several features of the car such as interior, engine
size, type of transmission, miles per gallon, seating capacity, etc.

3) Encourage customers to enter the contest.

You can get the information you need for the letter from the enclosed
file on "Name the Compact".

FILE: NAME THE COMPACT

NOTABLE STANDARD FEATURES
of COMPACT CAR MODEL 962
.4 cylinder engine .fully synchronized,
4-speed manual transmission with floor
mounted shift .manual front disc brake
.6.00 x 13 BSW tires .impact resistant
front and rear bumper systems .direct-
aire ventilation .3-speed heater .parking
lamps .inside hood release .seat belt
interlock system APPEARANCE AND COMFORT

.high back contoured all-vinyl front seats

.floor mats .mini-console .bright backlite

.windshield moldings .slotted wheels and
hub caps.

MEASUREMENTS
Wheelbase. . .93.2"
Height . . . .50.3"

Front Tread. .55.0"
Curb Wt(2000cc)2443
Pas. Cap.. . . 4

$ NOTICE

'41Width . . 69.4"

Fuel Cap. 13(reg)0 t

Gas Mileage 25 '

Rear TreadS5.8"

Length. .169.0" :

From Benton Motor Car Company

"Name the Compact"
A contest to name our new compact
car, Model 962, is being conducted

among Benton customers. The prize

for the person submitting the win-
ning name is a Model 962 compact.
The deadline for submitting entries
is May 10, 197-. The winner will

be announced July 1.

(Simulation Page 3)
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PLANNING AND WRITING A BUSINESS LETTER

You are to write your letter announcing the "Compact Car Contest"

on the letterhead paper which is the next page. Before you write the

letter, however, make an outline below of what information you plan to

include in each paragraph. You must decide the number of paragraphs you

will need in the letter. An outline of the first paragraph is given
only as an example--you may want to include other information in your

first paragraph.

Example: 1st paragraph

--Benton MotoA CaA Company is conducting a contest to

name a new compact call., Model 962

-Selected customeAs cute invited .to entet

- -FiAst prize will be a new compact Model 962

1st paragraph

2nd paragraph

3rd paragraph

(Continue outlining your paragraphs on the back of this sheet if you plan

to have more than three paragraphs. Then follow the instructions below.)

Instructions: Now that you have made an outline of each paragraph, go

to the next page and write your letter. Address the letter you write to:

Mr. Andrew Collins
4476 Highland Avenue
Louisville, Kentucky 40202

and sign your own name.

(Simulation Page 4)
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232 Market Street
Detroit, Michigan 48201

(Simulation Page 5)
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OLD I ENJOY BEING A MARKETING RESEARCHER?

Do you think you would enjoy being a marketing researcher?
If most of your answers below are yes, chances are you
would.

Circle One

. Do you like to look for information? Yes No

. Do you like to plan letters or written
reports? Yes No

. Do you like to write your own letters? Yes No

4. Do you like to hear other people's opinions?Yes

5. Do you feel that you can express yourself
well on paper? Yes

6. Are you interested in current affairs? Yes

7. Are you able to come up with fresh ideas? Yes

8. Do you like to read? Yes

What do you think are the most interesting features of marketing research?

Would you like to do this type of work? Yes No

(Simulation Page 6)
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PURPOSE

UNIT 10

HOW A TYPIST PREPARES OUTGOING

MAIL IN THE OFFICES OF AN

AUTOMOBILE MANUFACTURER

The purpose of this unit is to help students learn the correct way to
address envelopes and to fold and insert letters into large and small envelopes.

MAJOR ACTIVITY

The major activity of this unit is a simulation in which students prepare
outgoing mail for the Marketing Department of Benton Motor Car Company. The

student is taking the place of typist Bill Jensen who is on vacation. The

activity requires the student to read and follow directions for addressing
envelopes and for folding letters for insertion into both large and small
envelopes.

Before Class Begins:

1. Duplicate enough copies of the simulation (White pages at the end of this
Unit) to provide each student with a copy.

2. Read "Background Information on Typists" on page 164.

During Class:

1. Distribute the simulation packets, reading and discussing the first two pages
with students. Discussion suggestions are included in the teacher's key, page 159.

2. Ask students to complete the simulation through page 10. Observe the students

in their first attempt at folding letters for each size envelope. It may be

necessary to demonstrate the correct procedure fcr folding letters.

When students have finished the simulation through page 10, go through the
simulation with them, checking to see whether they had any difficulties in
addressing envelopes or folding letters.

3. Have students go to page 11 of the simulation to answer and discuss the topics
on that page. (See teacher's key for suggestions.)

4. If time permits, use one or more of the discussion topics or activities
listed on the following page to conclude the unit.
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OPTIONAL ACTIVITIES

1 "*Class Display: "Envelopes and Things". Have each student bring to class
at least two business letters and envelopes that they or their parents received

at home. (Tell students to ask permission of parents before bringing in business

letters.) Ask students to look for envelopes and letters of unusual sizes or

colors.

After students have collected samples and brought them to class, make a bulletin

board display using a variety of paper sizes and colors.

Discuss with students:

1. Why paper is made in different thicknesses. (For example, thin paper

is often used for advertisements or magazines because it weighs less

to mail)

2. What colors can be associated with different types of mail--such as

white or very pale pastels (business letters), vivid colors (adver-

tising), and paper or envelopes with flowers and designs (personal

letters).

3. Ask students what clues they get about what kind of mail is inside

a letter before opening it by looking at the envelope.

24 liCheck it Out" Activity: The purpose of this activity is to help students

develop the ability to proofread material for accuracy.

1. Duplicate a copy of the"Check it Out" activity on page 158 for each

student in the class.

2. Have students work through the activity.

3. Go over each of the four letters and have students check to be sure

they found each error.

34Classroom Guest: Ask the typing or general business teacher to be a guest

typist in your classroom. The teacher could show students activities a

typist might perform on the job, such as:

I. Chain feeding of envelopes.

2. Speed Typing

FIELD TRIP

. . .to a local organization that has a "word processing center". Many large

or medium size organizations have word processing centers where a few

typists perform all the routine typing for many of the salesmen, super-

visors, managers, etc., of the organization. Check with the local IBM

or other office equipment companies to find which organizations in your

community have word processing centers.

. .to local retail or wholesale organizations to learn more about occupations

in organizations which provide Marketing and Distribution services.

. . to the typewriting and office practice classrooms to learn what office

skills are being taught in these courses.

(See Field Trip Guide in Appendix fvr field trip procedures.)
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INTERVIEW

. . .a typist from school or a local organization

. . .a man or woman who does office work on a temporary basis and who works
through one of the temporary help organizations such as "Temporary Help,"
"Western Girl," "Kelly Services," "Temporarily Yours, Inc.," or others.

. . .a director of a word processing center in a local organization

. .a representative from IBM or other equipment manufacturing company
who will demonstrate latest types of office equipment,= such as type-
writers operated by magnetic cards or tapes.

(See Interview Guide in Appendix for procedures on conducting a group interview.)

ADDITIONAL OCCUPATIONS IN MARKETING AND DISTRIBUTION THAT

STUDENTS MAY WISH TO EXPLORE:

(See Optional Activities Section of Unit 9.)
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"CHECK IT OUT"

An Exercise in Proofreading

Typists, as well as other office workers, must carefully proofread the

material they type. Below are letters and envelopes that were typed but not

proofread. Compare the address on each envelope with that shown on the letter

to see whether the envelope address has been typed correctly. Circle any part

of the address on the envelope that differs from that shown on Ig-Tater.

Mrs. Pauline Ogden
1214 Harms Way
Millville, Utah 84326

N.,

Mrs. Pauline Ogden
1214 Harms Way
Millersville, Utah

84236

Ms. Geraldine Wilson

105 Sole Way
Hopkinsville, KY 42240

Ms. Geraldine Wilson
105 Sole Way
Hokinsville, KY 42240

158

Mr. Lawrence Petersen
80 Rushwater Drive
Lake Placid, NY 12946

,

Mr. Larwence Peterson
80 Rushwater Drive
Lake Placid, NY

Dr. Jose Sanchez
Pinon Pine Road
Santa Fe, NM 87501

.1.. .1.-

Dr. Hose Sanchez
Pinon Pine Road

Santa Fe, NM 87501
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UNIT 10

TEACHER'S KEY

Simulation Page 1

Go over page 1 of the simulation
activity with students.

a. Ask students whether they know
how to type. If any do, en-
courage them to tell what they
like and dislike abut typing.

b. Ask students what skills a
typist needs other than just
being able to strike the type-
writer keys accurately. (ability
to place a manuscript or letter
on the page attractively; know-
ledge of writing mechanics such
as spelling, punctuation, capi-
talization; ability to read
''messy" handwriting; knowledge
of how to go about searching for
missing information; general
office skills; communications
skills; human relations skills;
ands )n.)

c.

d.

If students do not know how
to address an envelop, go
through the procedures (i.e.,
how to place the address) before

they begin the unit.

Ask students whether they know
that letters to be inserted in
large envelopes are to be folded
in a different way than those to
be inserted in small envelopes.

Ask student volunteers to demon-
strate the differences; after
the class reads the folding in-
structions in this unit, ask
the class whether the way shown
in the unit is the way the
volunteers demonstrated folding.
(However, do not give the im-
pression the volunteers were
wrong; emphasize there is no

"right" or "wrong" way to fold

a letter, but the ways shown

in this unit are the preferred
business practice.

MIT 10

MOWN AS A TYPIST AT THE PENTON MOTOR CAA CCOONLVI

Sill Jensen Is a typist in the marketing department of the Benton Motor
Car Company. In his Job, 811) types reports. business forms. letters and
addresses. Ht also uses a calculator to add figures on bills and to check
figures on other business forms. He uses duplicating machines to make copies
of correspondence and other busine$s papers, and he peptones any other gen-
eral office duties.

1111 Is ill today and you have been asked to take his place. You will
Rave time to perform Only a few of Bill's duties. You will:

ItCRESSVELOPES

2. ifriecgLIP COVES

3. FOLD AND INSERT
LETTERS INTO ENVELOPES

',fore you begin your first task. study the Correspondence Manual on the
following pegs to see how you will be expected to prepare outgoing ail
at the Senton Motor Car Company,

(Simulation Page 1)
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Simulation Page 2

SStudy sheet: Students are to

read and study the information
on this sheet before completing
the unit.

There is no written student
work to check on this page.

POTCR C/11 Miff

Addressing Envelopes:

All business letters should be sent

In large size (No.10) envelopes. How
ever. In some cases executives mey
want their personal letters sent In

small size (No.6) envelopes. Which-

ever slzo.tnvelope Is used, the

address should begin at approximately
the center of the envelope as shown

below:

lz
2

,
;3

A 1 envelopes should Include a
correct zip code. Below are some

tip codes commonly needed for Son-

ton Motor Car Company correspon-

dence:

11,1.P
4,01,41.,

ZIP CODES

...OA wo.A. yiloo
Now. =

rnr..7
vow r 4.
A* wow. eta

ho
"

Jam .

CORRESPONDENCE MM.

Folding and Inserting totters:

A letter Is ready for selling when it Is signed. Every letter

should be folded In such a nay that it will unfold naturally Into

reading position. The proper way to fold end insert letters is

shown below:

Lorin ISloctoret: Moe letter food up on desk: small tuoetor4a:

"Fold bottom third of
2 Fold bottom up to

paper up tocard top 01
about t/4 (not. of hop.

Fold top third dour to

about 1/4 inch of bottom grease.

4 insert teeter, tut
oroaee board basket.

1

3road right
third to lift.

4 fold loft third
to right.

5 Insert creased
edge first.

Ask students if they can figure out why letters are folded and
inserted as shown on this page.
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11/
Simulation Pages 3, 4, 5, and 6

Page 3 is an instruction sheet which
tells students to fold the letters
on pages 4 and 5 and then to address
a large envelope for each (page 6).

Simulation Page 3

Nothing to check on this
page.

CHECK:

Students should have folded the
two letters (pages 4 and 5) as
shown in the illustration at the
right.

Simulation Pages 4 and 5

CHECK:

Students should have addressed
the two envelopes on page 6 of

the simulation as shown:

Simulation Page 6 --->

Check to see that the addresses
are correctly placed and con-
tain no errors.

SSIMUSIIK A1N MUM t. 11E IINICLOPIS

SAJI...411no*yee arrive at wort Ivey. Yoe Hod t00 1111.400 soarssdhe
free IV. Coarse a: the Nettotirs **search Deerreseett

11301:11MTIRCPROMM

sm. the Mmolt .f MAIM WOW . . .

Anti

I are. 4 .d «AIN. AA.
etel Mt. Arts. fo* ZINO* we *ma eamommai emmalatem

for Slaw, /Mem. norm air*. a Lairs (a.. WI

ommampo for (mph Wearers: n the tattaro im

sots.

S.C.

Semorstte, ...tape. arm oddrasamd et Os ties. the Utter is typed/ Aso.
seer, /Or woe rms. OM hes sot cAdreaaad em.miopa, fir thew Utter*
ma pos mOmmIdoklmmoa than fel:eying she imat.rmrsieu kmUma.

ntrnm-r1 Ns-4. es Mt, 6. T000:

1. Address ewe ef the mitoses Ikon en WS 6 to Kr. Saris and MI one
to Mrs. Ale. intro the leer shoo On the letters to thee (Poles 4

Z. Net. feld the letters to Ala (pale 4) and Seale leave S) far Imertiee
lets lane emotions. After you have folded Os letters. place thee
ea the lovelorn yew have addressed to be sure they wt11 fit Into the
44441ellot

oldresslol the eveleses and !oldie, the letters, re will smut
to War to the Carrestonaarat Mama! insttoCtilinS on 011lo 2.

3. Anse yew love addressed the *melons. folied the letters. end checked
year tort. to De page 7 and folio+ tea Instr.:clans given there.
MTh Cite state has been assigned a two-letter state ebbeeelathen that
May be este to ddddddd IFS Centalnoss tip cotes. In the letter 0 Ms the

ner, SAO inside .Heels Is the official pen- :otter etreslatian for
Swale. in tea Saris letter tale 'In It the too- letter aareviation for
hoe. Illot Is the ten-letter leers-elation for your state

Fold One FoZd Two

LAMA (fts. 10 size) t1t0.0fIS

Detroit. MI 481111

Me. twit Arta
4$ tut We Stroll
0.4.. IA beta/
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Simulation Pages 7, 8, 9, and 10

Page 7 is an instruction sheet which
tells students to fold the letters
on pages 8 and 9 and then to address
a small envelope for each (page 10).

Simulation Page 7

Nothing to check on
this page.

CHECK:

Students should have folded the
two letters (pages 8 and 9) as
shown in the illustration at the
right.

Simulation Pages 8 and 9

CHECK:

Students should have addressed
the two small envelopes on
page 10 of the simulation
as shown:

Simulation Page 10

Check to see that the addresses are
placed correctly and contain no errors.

162

AN tkne M FOLDING WALL ENVELOPES

1 P.N.. -Men you return to your desk after lynch, you find the fel lowini
Memorandum from fir. knton, president of the corpany:

BTU MICR cat 0:113NiY

Prow the Desk of AMR R. want . .

Dery aro too rerwonal Uttar. I haw urIttan
and would like kw:4d today. Please address one of

ay moll persona envelope. for each letter.

R. R. loam

Hirale Go to page 10. Then:

I. Miss one of the tfrItiODtS shown on page 10 to Hs. Sonja Crestwood
WM the other to lir Rural Strickland. Their rid ssssss are shown on
the letters on pages i and 9. Refer to page 2 to find the
rem 1p codes.

Z. lent. fold the letters to Crestwood and Strickland for insertion into
son envelopes. After you have folded the letters. place them on
ilWinvoleees you have addressed to be sure they rill It into the
Iambi/es eeslly,

111TE: In aald sssss no the envelopes end folding the letters. you will want
W rotor to the Correspondence Manual lastrixtlons en Ng* 2.

Yam I. Irmo

a.
ab ava

sway. Dr*.to

10101.14.
1111W Ora

WMO.Mon

Iwo Om.
or, mow

OD Om.
as

am* a...dm reo. a
al am Fold Two

Fold One

OFold three

a. i. Mme.
140 oak elect.
Detroit. ntehleao

107;;;41E

Sonja Crestwood
10 Arlington Place
Ileochwood, Hichleant.

1. R. testes
110 at Clrel.
Detroit. Ilishltan at 10,11

h. Rtarel (Lnnyl Strickland
Varreat Way

MN. NithIgin

WALL (De. 6 slze) ENVELOPES



Simulation Page 11

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these

to the characteristics needed to
succeed in the occupation
explored_in_thissimulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go
to explore the occupation
further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

UNIT 110

1011.0 I LINE THIS CANED?

Listed on the left below are duties of the typist as listed in this unit.
In the blank space at the right. name a personal characteristic you feel
typist should have to perform that duty. An example of a characteristic
night be "patience to do the wort correctly.'

1. Addressing envelopes 1.

2. Looking up information 2.

3. Typing 3.

4. Folding and Inserting materials
into envelopes

4.

Ds you think you would like to be a typist?

Why is it useful for men and women to know how to type?

Mom can men and women use this skill in other areas?

(Simulation Page II)
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BACKGROUND INFORMATION ON TYPISTS

The main job of a typist is to produce typed copies of printed or

handwritten materials. Some typing jobs are considerably more difficult

than others. Beginners, sometimes called j%inior typists, often address
envelopes, type headings on form letters, copy directly from handwritten
or typed drafts, and do other routine work.

Experienced or senior typists, generally perform work requiring a
particularly high degree of accuracy or independent judgment.

Almost 700,000 workers were employed as typists in 1970. In addition,

hundreds of thousands of workers use typing skills in connection with their
main job assignments.

Many employers require applicants for typing positions to take a test

to show their speed and accuracy. Typists should have a good understanding

of spelling, vocabulary, punctuation, and grammar.

EWployers prefer to hire high school graduates.

A typist may be promoted from a junior to senior typist or to other
clerical work involving greater responsibility and higher pay.

EMployment opportunities are expected to be favorable through the 1970's.
As modern businesses continue to expand in size and complexity, more typists
will be needed.

Although the salaries for typists are not as high as those for

secretaries, an experienced typist can earn a reasonably good income.

Look in the classified advertisements of your local newspaper to see what

the advertised salaries for beginning and experienced typists are in your

community.

164
.t 'd



SUM MATERIALS

Following is an 11-page "Typist Job Simulation" which

is to be duplicated, collated, and stapled into packets

for student use.

The simulation contains activities that might be per-

formed by a typist and it requires students to address

envelopes and to fold letters for insertion into large

and small envelopes.

The teacher's key and discussion guide for this simulation

are found on the preceding pages.
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UNIT 10

WORKING AS A TYPIST AT THE BENTON MOTOR CAR COMPANY

Bill Jensen is a typist in the marketing department of the Benton Motor
Car Company. In his job, Bill types reports, business forms, letters, and

-addresses. He also uses a calculator to add figures on bills and to check
figures on other business forms. He uses duplicating machines to make copies
of correspondence and other business papers, and he performs many other gen-
eral office duties.

Bill is ill today and you have been asked to take his place. You< will

have time to perform only a few of Bill's duties. You will:

1.

ADDRESS

NVELOPES

2. CHECK
ZI P CODES

3. FOLD AND INSERT
LETTERS INTO ENVELOPES

Before you begin your first task, study the Correspondence Manual on the

following page to see how you will be expected to prepare outgoing mail

at the Benton Motor Car Company.

(Simulation Page 1)
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ADDRESSING AND FOLDING LARGE ENVELOPES

8 A.M.--When you arrive at work today, you find the following memorandum
from Mr. Carlson of the Marketing Research Department:

BENTON MOTOR CAR COMPANY

From the Desk of HARRY CARSON .

Bill:

I have signed the attached letters to Mrs. Ato

and Mr. Sarlo, but I don't see any addressed envelopes

for these letters. Please address a large (No. 10)

envelope for each letter and get the letters in

today's mail.

H. C.

Generally, envelopes are addressed at the time the letter is typed; how-
ever, for some reason Bill has not addressed envelopes for these letters

so you should address them following the instructions below.

INSTRUCTIONS--Go to page 6. Then:

1. Address one of the envelopes shown on page 6 to Mr. Sarlo and the other
to Mrs. Alo, using the addresses shown on the letters to them (pages 4
and 5).

2. Next, fold the letters to Alo (page 4) and Sarlo (page 5) for insertion

into large envelopes. After you have folded the letters, place them
on the envelopes you have addressed to be sure they will fit into the

envelopes easily.

NOTE: In addressing the envelopes and folding the letters, you will want

to refer to the Correspondence Manual instructions on page 2.

3. After you have addressed the envelopes, folded the letters, and checked
your work, go to page 7 and follow the instructions given there.

NOTE: Each state has been assigned a two-letter state abbreviation that

may be used in addresses containing zip codes. In the letter to Alo the

"HI" in the inside address is the official two-letter abbreviation for

Hawaii. In the Sarlo letter the "IA" is the two-letter abbreviation for

Iowa. What is the two-letter abbreviation for your state?

(Simulation Page 3)
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BENTON MOTOR CO.

232 Market Street
Detroit, Michigan 48201

July 1, 197-

Mr. Ronald Sarlo
605 East Lake Street
Hana, IA 50677

Dear Mr. Sarlo:

You are one of the finalists in the NAME THE COMPACT contest. Out of

more than one thousand names submitted, your entry has been selected

as one of twenty from which the final selection will be made.

The final choice of winner will be made within a month. You will be

notified when the selection has been made.

We congratulate you on being one of the finalists.

Sincerely yours,

bj

Harry arson
Marketing Researcher

(Simulation Page 4)
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232 Market Street
Detroit, Michigan 48201

July 1, 197-

Mrs. Victor Alo
915 Hana Drive
Captain Cook, HI 96704

Dear Mrs. Alo:

You are one of the finalists in the NAME THE COMPACT contest. Out of
more than one thousand names submitted, your entry has been selected
as one of twenty from which the final selection will be made.

The final choice of winner will be made within a month. You will be
notified when the selection has been made.

We congratulate you on being one of the finalists.

Sincerely yours,

bj

Harry parson
Marketing Researcher

(Simulation Page 5)
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ADDRESSING AND FOLDING SMALL ENVELOPES

1 P.M.--When you return to your desk after lunch, you find the following
memorandum from Mr. Benton, president of the company:

BENTON MOTOR CAR COMPANY

From the Desk of ARTHUR R. BENTON . .

Bill:

Here are two personal letters I have written

and would like mailed today. Please address one of

my small personal envelopes for each letter.

A. R. Benton

INSTRUCTIONS: Go to page 10. Then:

1. Address one of the envelopes shown on page 10 to Ms. Sonja Crestwood
and the other to Mr. Rimmel Strickland. Their addresses are shown on
the letters on pages 8 and 9. Refer to page 2 to find the proper zip
codes.

2. Next, fold the letters to Crestwood and Strickland for insertion into
small envelopes. After you have folded the letters, place them on
`the envelopes you have addressed to be sure they will fit into the
envelopes easily.

NOTE: In addressing the envelopes and folding the letters, you will want
i-to refer to the Correspondence Manual instructions on page 2.

(Simulation Page 7)
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ARTHUR R. BENTON

180 OAK CIRCLE

DETROIT, MICHIGAN 48212

July 1, 197

Mr. Rimmel (Bunny) Strickland
9414 Warren Way
Alba, Michigan 49909

Dear Bunny:

Jennie asked me to let you know she arrived safely

in London and had a nice visit with your cousin Rachel.

They have decided to tour the Shakespeare ountry together

next week.

When Jennie returns home, we would like you and

Sarah to have dinner with us at the Club. Let's plan

on July 30 tentatively, if that is convenient for you.

Cordially,

(U3(

(Simulation Page 8)
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Ms. Sonja Crestwood
80 Arlington Place

Beechwood, Michigan 49611

Dear Sonja:

ARTHUR R. BENTON

180 OAK CIRCLE

DETROIT, MICHIGAN 48212

July 1, 197

Thank you for inviting Mrs. Benton and me to

your annual garden party. We remember your previous

parties with fond memories and are glad to tell you

we will be able to attend your party August 10.

You may know that Jennie is in England, but she

will be returning the last week in July. I am sure

she will call you as soon as she returns.

Cordially,

(Simulation Page 9)
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SMALL (No. 6 size) ENVELOPES

A. R. Benton
180 Oak Circle
Detroit, Michigan 48212

:---:-__3'

A. R. Benton
180 Oak Circle
Detroit, Michigan 48212

(Simulation Page 10)
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UNIT 10

WOULD I LIKE THIS CAREER?

Listed on the left below are duties of the typist as listed in this unit.
In the blank space at the right, name a personal characteristic you feel a
typist should have to perform that duty. An example of a characteristic
might be "patience to do the work correctly."

1. Addressing envelopes 1.

2. Looking up information 2.

3. Typing 3.

4. Folding and inserting materials
into envelopes

4.

Do you think you would like to be a typist?

Why is it useful for men and women to know how to type?

How can man and women use this skill in other areas?

(Simulation Page 11)
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PURPOSE

The purpose of this unit is to provide students with an opportunity to
reinforce their knowledge of punctuation, capitalization and spelling while
learning something of the work performed by a court reporter.

MIT B.

HMI A COURT REPORTER USES TIE

MECHANICS OF ENGLISH ON THE JOB

MAJOR ACTIVITY

The major activity in this unit is a simulation of the work performed
by a person working as a court reporter. The simulation exercises give
students an opportunity to see some of the types of things a court reporter
does and to see some ways in which standard English--in this case punctuation,
capitalization and spelling--is used by court reporters on the job. It would
be helpful to the students if they have access to a dictionary.while working
on this unit.

Before cicala begins:

1. Duplicate enough copies of the simulation packet (white sheets at the
end of this unit) to provide each student with a copy.

2. Read "Background Information on Court Reporters" on page 187.

During class:

1. Distribute the simulation rackets, reading and discussing the first page

with students. Suggested discussion topics are given in the teacher's

key to the simulation. (pages 181-186).

2. Ask students to complete pages 2 through 5 of the simulation.

3. When students have finished the first five pages, go through the simu-
lation with them, checking answers and discussing the topics shown in
the teacher's key.

4. After checking the simulation exercises, have students turn to page&
to answer the questions and discuss the topics at the top of the page.

5. If time permits, use one or more of the discussion topics or activities
listed on the following page to conclude the unit.

177



OPTIONAL ACTIVITIES

14 Dictation Game--Students may enjoy trying their skill at taking dictation and
seeing how fast they can write using abbreviations or symbols. When they

41, transcribe their notes, they will get practice in the mechanics of English.

1. Duplicate a copy of the "Dictation Game" sheet for each student (page 180).
2. Allow students 5-10 minutes to read through the material and practice

writing the shorthand symbols.
3. Dictate in random order the words students have learned to give

practice in taking shorthand.
4. Dictate each letter below at the speed indicated. The slash marks (/)

divide the letters into 20-word segments as an aid to regulating
dictation speed. Before you dictate each letter, have students mark
their paper with the number of the letter and the speed it will be
dictated.

5. Dictate each letter at increasing rates of words per minute until
students indicate they can no longer keep up. Have students transcribe
in longhand the letter they think they got most completely.

6. After students have transcribed their notes into longhand, go over the
letters, making sure to indicate where punctuation marks, capital
letters, and correct spelling of tricky words occur.

7. Have students correct their own papers. The student who transcribes
the letter dictated at the highest speed with the least amount of
errors wins the game.

Optional Discussion Topics:

1. Ask students if their hands got cramped and they became more. tense
as the dictation speed increased. If so, point out that knowing
shorthand enables people to write fast without becoming tense. .

2. Ask students. how they liked transcribing their notes into longhand.
Did they experience any difficulty with spelling, punctuation, or
capitalization?

Letter Number 1 Dictation Time: 40 seconds Rate: 30 WPM

Dear Jeff: Please send me back the equipment you borrowed from
me. I want to use it on a new / job. Sincerely,

Letter Number 2 Dictation Time: 40 seconds Rate: 35 WPM

Dear Betty: I want you to use the sample I am sending you.
You will find it will work better / than the kind you are using.
Yours truly,

Letter Number 3 Dictation Time: 40 seconds Rate: 40 WPM

Dear Joe: We want to be fair with you but we cannot let you take
advantage of us. We must / insist that you live up to our contract.
Sincerely,
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2+ Class Trial: Conduct a trial in class based upon a classroom incident or

discipline problem. Have students assume the various roles of lawyer, judge,

witness, etc. and try the case in the classroom. Students may want to simulate

in class the courtroom drama they have seen on such TV shows as Perry Mason or

Owen Marshall.

3.1101. Courtroom Play: Bring to class an actual transcript from a trial. Actual

transcripts, or information regarding sources for locating a transcript,may

be obtained from the public library, county law library, district attorney's

office, or county/district court clerk. Duplicate it and have different stu-

dents take the role of lawyers, judge, witnesses, court reporter, defendant,

etc., and read the parts as if they were in court. The class members who do

not have one of the roles may serve els jurors. After the case has keen read,

have jury members vote on whether they would find the defendent guilty or not

guilty based on the testimony they have heard.

FIELD TRIP:

. . . to a county courthouse to observe a court in session and learn more

about the careers involved in law enforcement, including the job

of court reporter.

. . . to any hearing or meeting where the judicial process is in operation,

such as city council.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW:

. . . a court reporter who works for the state or local government.

. . . a private court reporter who works under contract in a variety.of

situations.

. . . any member of the law enforcement occupations that students are

interested in.

(See Interview Guide in Appendix for procedures on conducting a group

interview.)

ADDITIONAL OCCUPATIONS IN THE LAW ENFORCEMENT AREA

THAT STUDENTS MAY WISH TO EXPLORE:

Police Station -- Precinct Commander, Desk Lieutenant, Patrol Sergeant, Police

Cadet, Detective, Juvenile Officer, Traffic Officer, Policewoman, Dispatcher,

typists, secretaries.

Court--Court Clerk, Administrator, Deputy Clerk, Legal Stenographer, Clerk

TYTTit, Bailiff, Judge, Lawyer, District Attorney.
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DICTATION GAME

In this game, you will learn several shorthand symbols and use them
in taking dictation from your teacher. The better you learn the symbols, the

411 faster you will be able to take dictation. After you_read this sheet and
practice writing the shorthand symbols, several letters will Wdieittei to you
at different speeds.

Did you know that . . .

Mo4t peopte waite Longhand at a nate oti 35-40 wads pea minute.

In waiting, 50 mad4 make up overt one-ha/6 o6 at/ mitten WOAdd.

Shown below are seven brief forms that are used in shorthand.
Look over the words and the symbols for them until you have them memorized.
In the space below practice writing the shorthand symbols until you feel
comfortable using-them rather than writing the words in longhand.

GREGG SHORTHAND SYMBOLS

the '
to r you

it /

I 0

a

me.

111. ,,,..

180



el
UNIT 11

TEACHER'S KEY

Simulation page 1

Go over page 1 of the simulation
activity with students.

a. Ask the students whether they
are acquainted with any court

reporters.

b. If so, ask whether they think
that the court reporters they
know really do the types of things
described here.

In a discussion develop the idea
that court reporters must:

a. Have a wide vocabulary so they
can record the varied words
spoken in court.

. b. Be able to concentrate and
work steadily for several
hours without any halt in the
pace.

c. Be able to sit in one location
for long periods of time.

d. Be able to keep information
confidential.

Op 11

IMAM AS A GOAT REPORTER

Yew have just Mtn hired tt a covet reporter In Cleryton, New reek.
Since Worm/ Is your first day of work. you decide to review same work
that Juice Ererly. the girl you are replacing. did as pert of her job.
These ere sew osier aspects .1 a court reporter's job.

DING CUSTROCee

PlICCUDINGS

3. Ilitoutez
GCWIDENTIAI-

.

IMP0RMATICM

Ilierly all court reporters record courtroom proceedings by a method ano.r es

sochfne shorthand. This machine method allows court reporters to record

words at the rate of over 225 wards eer minute. P. coemi.... a VOOd
Secretory title./ shorthand Oy another method. such as Gregg Shorthand. Is

likely to take dictation at only 120 Ards per minute or loss. this is how

the phrase. "VIA "aloe towed name, wIth cAssity written in

the two major shorthand systems.

2. ThAMSCRIPler

WiTlES

Imo

r""F.(

IIwr

I
t It
1104

I
a 1.
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Simulation Page 2

CHECK:

Letters crossed out and
41) corrected in the court transcript

at the right are recommended:

capitalizations, changes in
punctuation, or spelling.
Arrows indicate inserted
punctuation marks. Go
over the corrections with
students and discuss the
reasons behind the changes.

Optional Discussion Topics

1. Did you enjoy reading
the court transcript
and correcting it? Why?

2. Why is it so important
that a court transcript
be accurate?

Answer: Because the
transcript becomes an
official record of
testimony, witnesses,
exhibits, and interrogation.

3. Ask students if they know
how court reporters go
about converting their
machine shorthand tape into
typed material.

Answer:
a. They read the tape and
type a rough draft as they
Zook at the tape.

b. They read aloud from the
tape and record the transcript
on a machine. This machine
records similarly to a tape
recorder. The sound recording
is then given to a typist who
listens to the transcription
and types a copy from the re-
cording.

4. Point out to the students
that court reporters may use
either machine or symbol short-
hand. Also, the only court-

411
room proceedings that are tran-
scribed are in the case of
appeals where the court orders
a transcript.

EDITINR COURT1DEI1 PROCEEDINGS

Janine Everly, the girl you are replacing, typed a rough draft copy of the

courtroom proceedings given below. Before an official transcript of the trial

can.be typed from the manuscript below, it musni7541etely accurate. After

the official transcript has been typed and certified by you, the court reporter,

it will be placed on file as a legal document.

Instructions: Read the actual courtroom interrogation given below. Then,

go back over the manuscript and correct /livening, punctuation, and capitalization

errors you can find.

This 14 a AttrOtt 06 a tatat in Wad' a below quationotg Harrold Hendeuon,

the alleged victim oi dAAAutt and baxelaay.

LAWYER'S
Question:

WITNESS'
Answer:

A:

Q:

A:

Q:

A:

Q:

A:

Q:

A:

Q:

A:

Q:

A:

182

Would you please state your full name.

tk
Nhrold Wenderson.

What is your address?

KAkc
109 waffler blvd claryton ny 1

What is your.14-14e"1

Bartender. j

Where are you employed?

Kerrigan's Bar ont*rth Street.

Do you recall the 'Vents of January 291974?

Ido
ak:n\.

Where were you at approximately 2.4wron January 29, 1974?

At the bar -- Harrigan s.

Diesomething happen at about 2 a.m.?

Yes.

Tell the

counting the money in the castimesor, when this man? iedefendant.

y,please,what happened.
t.racteX

told me to put my hands up. I turned around and saw him holding a knife

in his hand. I put my hands up. The defendant then came arounp
ten
to mthegl.

back of the bar. As he put his hand into the register, I made a 1444 for

him. We wrestled around on the filar and he stabbed me in my stomach.

He got u4(60k a handful of nwneyland ran.

(Simulation Page 2)
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Simulation Page 3

(See Teacher's Guide on
preceding page.)

EDITING COURT11004 PROCEEDINGS (Cent.)

Q: Mr. HandersorOid you lose consciousness after the knife entered your

body?

A: No.

Q: You were able to get up from the floovert you not?

=41.A: Just

Q: What wes the first thing you did when you got up?

0
A: I called the Claryton Alice Apartment.

Q: After calling the police, what did you do?

A: I sat down and waited for thim.

Q: Did you look in the cash register?

A: No.

Q: Did any-enr cone into the bar between the time you called the police and

tht.ve

Ahoy arrival?

A: No.

Q:

A:

11:

A:

0:

A:

Q:
When the police arrived, what did they do with the knife?

k.Awkw

A: One officer wiped the blood off and wrote a
number on the arid:

Q: Mr. Henderson, is this the knife you were stabbed with?

A: Yes.

Lawyer:

When the police srrivedll Suppose you told them the same story you just

told us?

I told then exactly what happened.

Did you let out a scream when you felt the knife go into your body?

I did.

Did you sly something?
411:44- sat.4. sh-.AA*4.1. .

I yel ilve-beeds..Aell

I have no more questions of the witness your honor.

AP

. it)
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Simulation Page 4

CHECK:

The items that are confidential
are checked at the right.

Why do you think these items are
confidential?

Answer: Each of the five
item deals with privileged
information that the court
reporter would hear as part
of the job in the courtroom.

Optional Discussion Topics:

1. What are some tactful
replies you would give to
family and friends if they
asked about a secret you
knew but promised not to
tell?

2. What other occupations can
you think of that handle
information that must be
kept secret?

DMUS ETD CONFIDINTIAL IAIDOONTIO11

min reverter. you w$11 be ime;leed with a wrists, Of Pom910 from

all walks of life. You will hear testimony in court about people's private

lives. stout important financial transoctions, and crimes that have been

comitted You are trusted nekto repeat the comfilential infmmtion

yew have learned in the course of your Job, or to give your opinion about

information heard in court.

Destructions: Given below are questions you might be asked that deal with
peer Job as a court reporter. Place a checkmark beside the questions you could
opt answer because they concern confidential information. or they require you
14-pass a judgment on information heard in court.

How fast* you take dictation in court?

Do yew think that man who saw the Harrison murder and robbery Had on
the witness stand?

Why do you think it took the lawyers eight days to pick a Jury for that
Narcotics case?

Where were you a court reporter before your present job?

New inch money did that bank president really embezzle before they caught
him?

What dims the bailiff say when he is swearing people in as witnesses?

Dem think that Dr. Jones really killed her husband because he had
a girlfriend:

Whet kind of trial do you think Is the most interesting to record?

Do yew think the policeman being tried for involuntary mansliughter
because he killed the robber will be found guilty?

10. Why do you 1Ike your Job?

(Simulation rage 4)
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Simulation Page 5

CHECK:

Students should have underlined
eight words with capitalization
or spelling errors, and
inserted punctuation marks as
shown at the right.

Go over the misspelled words
and correct them in class.

POIPARTNI AN OFFICIAL MANISCRIPT

Were the Jury decides a person's guilt or innocence, the lawyer
Wending the accused person is allowed to make a closing statement. In

this closing statement, the lawyer tries to prove to the jury that there is
reasonable doubt* as to whether the testimony given by certain witnesses fs
truthful,

Iestructions: This is the closing statement presented about the
testimony you jolt reed by Harold Henderson. It contains spelling. punctuation.
and capitalization errors that you need to locate and later correct. Underline

sick word that.tentains a spelling er capitalization error and insert punctuation
Lark, Avg rsw find then missing.

Mar Jerre' let's you and I carefully inspect the facts--Ists you and

He whelp Moro is rossonible,deubt. Her* is a sualladiss and gentlemen)14

("Bombes/ testimony you Aro asked to convict JUR/. Idled enough to

=Wider conviction on one man's word, but it is ridiculous when you are

asked to convict a person on the word of a man like Alry Henderson. Look at

therm, you are asked to believe and than ask yourself If you really don't

&airtime ressenable doubt. Look at the'manf4arry Hendersaniin szconvict a

men mho mos convicted of an assault with a knife In a bar himself.

Mere Is fiery Henderson who admits that he owns switchWedri. Her, is

the man who lied to you on the witness stand. You remember whim I asked him

when he As the last year end he tried to make you believe he was out of work114

While he As really trying to consul, the fact that he was in Jail for a yeaPIC

Harry Henderson has proven himself to be a bigot and a liar; and you twelve y F.
reesomeblemeindol peopl) sworn by thomjayou to,k to carry out Justice fairly re

are asked to convict Jimmy on this :Ali testionny;hot supported by any other

testfeeny In this case.

Secsese of these fact ask you to find my client Jimmy Owns innocent of

Just by Henderson you must have doubt founded in reason.

the charges against hfo. 1 rest my CM.

(Simulation Page S)
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Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources'to which
students who are interested
in this occupation can go
to explore the occupation
further. Also, work with

yr' the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

I

Imo t tat we Tit maw

- head acrd circle ese6 voter beleM. If meet of your annum are 'As:
dances are you would enjoy being a court reporter.

1. When you do a class project do you like to work 'Ilona rather
then in Inapt YES NO

1. Can you sit in class or at church for YES NO

several hours without becoming restless
and pettime overly tired? YES NO

2. When a friend tells you a secret art
you able to keep ft? YES NO

3. Are you interested in expanding your

vocabulary? YES PO

I. CCan you cencentrete on a speech or conversation without letting

mind mender? YES NO

6.
YES NO

y. Coypu like to take notes in class?
YES NO

S. Is the appearance and accuracy of the classwork you hand in imcortant

to yvu?
YES le

9. Are you a good speller?

10. Do you hold up well in pressure situations such as speaking in
front ef a group. taking tests. or hurrying to catch a bus? YES NO

11. Would you like to be a court reporter? TES NO

Can you focus yaw ettention'when you want to?

YES lel

`(Simulation Page 6)
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BACKGROUND INFORMATION ON COURT REPORTERS

In General

The work of the reporter is varied and often most interesting. Reporters

meet people in every walk of life, many of them leaders in their fields. They

are trusted not to divulge confidential information acquired in the course

of their duties. They observe the attempts of fellow men to obtain what they

believe is rightfully theirs or to avoid the consequences of some misstep.

They have the opportunity to study the tactics and strategies of attorneys

and businessmen. They are given an inside picture of American business,

labor, education, science, and medicine in reporting conventions.

Of course, not all of the reporter's work is interesting or exciting.

Some cases and assignments may be dull and boring; for example, those involving

many figures or the itemization of merchandise. Here the reporter must

develop the attitude that it is all in the day's work.

Education

Shorthand Skill--Shorthand is the basic tool of the reporter. The

minimum speed necessary for reporting is 225 words per minute on matter which

has not been practiced before. A period of two years of study and practice

is ordinarily required, depending largely on the time and effort devoted by

the students, and on his sheer determination to succeed.

Academic Education - -The first requirement for the reporter is to take

down shorthand in the spoken work. To do this, he must have n understanding

of what is being said, in slurred or clear accents, at high or low speeds.

This calls for his having an extensive vocabulary, a good understanding of

English grammar, and & broad general knowledge. If at all possible, the

prospective reporter should attend a junior college or college. This would

provide the broad academic background helpful to the reporter in his work.

Earnings

The salaries of official reporters and the extra income usually earned

by furnishing transcripts to interested parties for a fee vary widely throughout

the country, Depending upon local customs, official reporters may further

supplement their incomes by undertaking outside reporting assignments, such as

recording convention proceedings. For information on salaries of court reporters

in your area, consult the want ads of a newspaper.
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S

STUDENT MA1ERIALS

Following is a six-page "Court Reporter Simulation" which
is to be duplicated, collated, and stapled into packets
for student use.

The simulation contains activities that might be performed
by a court reporter and it requires students to apply their
knowledge of writing mechanics--spelling, punctuation, and
capitalization.

The teacher's key and discussion guide for the simulation
is found on the preceding pages.

188
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UNIT 11

WORKING AS A COURT REPORTER

You have just been hired as a court reporter in Claryton, New York.
Since tomorrow is your first day of work, you decide to review some work
that Janice Everly, the girl you are replacing, did as part of her job.
These are some major aspects of a court reporter's job.

1. RECORDING COURTROOM

PROCEEDINGS

3, HANDLING

CONFIDENTIAL

INFORMATION

2,111AMSCRIPINfl

NOTES

Nearly all court reporters record courtroom proceedings by a method known as

machine shorthand. This machine method allows court reporters to record

words at the rate of over 225 words per minute. By comparison, a good

secretary taking shorthand by another method, such as Gregg Shorthand, is

likely to take dictation at only 120 words per minute or less. This is how

the phrase, "With maize towarLd none, with chatity OIL att,"is written in

the two major shorthand systems.

Gms

'4")

/ c

Machine
V

P H A
EU

0 P 0
T P H 0 Pe

V
IC H A
T EU
T P 0

A U L

4

(Simulation Page 1)
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EDITING COURTROOM PROCEEDINGS

Janice Everly, the girl you are replacing, typed a rough draft copy of the

courtroom proceedings given below. Before an official transcript of the trial

can be typed from the manuscript below, it must be completely accurate. After
the official transcript has been typed and certified by you, the court reporter,
it will be placed on file as a legal document.

Instructions: Read the actual courtroom interrogation given below. Then,

go back over the manuscript and correct all spelling, punctuation, and capitalization
errors you can find.

This ia a segment a tAiat a which a £awyet quationing Hautd Hendmon,
the atteged victim azzautt and bungtaky.

LAWYER'S
Question: Would you please state your full name.

WITNESS' t2

Answer: Arold Wenderson.

Q: What is your address?

A: 109 w miller blvd claryton ny

Q: What is your ocupation?

A: Bartender

411 Q: Where are you employed?

A: Harrigan's Bar on north Street.

Q: Do you recall the events of January 29 1974?

A: I do.

Q: Where were you at approximately 2 am on January 29, 1974?

A: At the bar--Harrigan s.

Q: Did something happen at about 2 a.m.?

A: Yes.

Q: Tell the jury please what happened.

A: I was counting the money in the cash registur, when this man the defendant,

told me to put my hands up. I turned around and saw him holding a knife

in his hand. I put my hands up. The defendant then came around to the

back of the bar. As he put his hand into the register, I made a lung for

him. We wrestled around on the floor and he stabbed me in my stomach.

He got up took a handful of money and ran.

(Simulation Page 2)
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EDITING COURTROOM PROCEEDINGS (Cont.)

Q: Mr. Henderson.did you lost consciousness after the knife entered your

body?

A: No.

Q: Y,Du were able to get up from the floor were you not?

A: Just bearly.

Q: What was the first thing you did when you got up?

A: I called the Claryton police department.

Q: After calling the police, what did you do?

A: I sat down and waited for.them.

Q: Did you look in the cash register?

A: No.

Q: Did any one come into the bar between the time you called the police and

there arrival?

A: No.

Q: When the police arrived I suppose you told them the same story you just

told us?

A: I told them exactly what happened.

Q: Did you let out a scream when you felt the knife go into your body?

A: I did.

Q: Did you say something?

A: I yelled i've been stabbed

Q: When the police arrived, what did they do with the knife?

A: One officer wiped the blood off and wrote a number on the blaid.

Q: Mr. Henderson, is this the knife you were stabbed with?

A: Yes.

ilirwyer: I have no more questions of the witness your honor.

(Simulation Page 3)
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DEALING WITH CONFIDENTIAL INFORMATION

As a court reporter, you will be involved with a variety of people from

all walks of life. You will hear testimony in court about people's private

lives, about important financial transactions, and crimes that have been

committed. You are trusted not,to repeat the confidential information

you have learned in the course of your job, or to give your opinion about

information heard in court.

Instructions: Given below are questions you might be asked that deal with
your job as a court reporter. Place a checkmark beside the questions you could
not answer because they concern confidential information, or they require you
to pass a judgment on information heard in court.

1. How fast do you take dictation in court?

2. Do you think that man who saw the Harrison murder and robbery lied on
the witness stand?

3. Why do you think it took the lawyers eight days to pick a jury for that
narcotics case?

4. Where were you a court reporter before your present job?

5. How much money did that bank president really embezzle before they caught
him?

6. What does the bailiff say when he is swearing people in as witnesses?

7. Do you think that Dr. Jones really killed her husband because he had
a girlfriend?

8. What kind of trial do you think is the most interesting to record?

9. Do you think the policeman being tried for involuntary manslaughter
because he killed the robber will be found guilty?

10. Why do you like your job?

(Simulation Page 4)
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PREPARING AN OFFICIAL MANUSCRIPT

Before the jury decides a person's guilt or innocence, the lawyer

defending the accused person is allowed to make a closing statement. In

this closing statement, the lawyer tries to prove to the jury that there is

"reasonable doubt" as to whether the testimony given by certain witnesses is

truthful.

Instructions: This is the closing statement presented about the

testimony you just read by Harold Henderson. It contains spelling, punctuation,

and capitalization errors that you need to locate and later correct. Underline

each word that contains a spelling or capitalization error and insert punctuation

marks where you find_them missing.

"Now, jurrors, let's you and I carefully inspect the facts - -lets you and

i see where there is reasonible doubt. Here is a man ladies and gentlemen

upon whose testimony you are asked to convict Jimmy. Its bad enough to

consider conviction on one man's word, but it is ridiculous when you are

asked to convict a person on the word of a man like Hairy Henderson. Look at

the man you are asked to believe and then ask yourself if you really don't

entertane reasonable doubt. Look at the man Harry Henderson an exconvict a

man who was convicted of an assault with a knife in a bar himself.

Here is Harry Henderson who admits that he owns switchblades. Here is

the man who lied to you on the witness stand. You remember when I asked him

where he was the last year and he tried to make you believe he was out of work

while he was really trying to conseal the fact that he was in jail for a year.

Harry Henderson has proven hisseif to be a bigot and a liar; and you twelve

reasonable-minded people sworn by the oathe you took to carry out justice fairly

are asked to convict Jimmy on this mans testimony not supported by any other

testimony in this case.

Just by examining Harry Henderson you must have doubt founded in reason.

Because of these facts I ask you to find my client Jimmy Owens innocent of

the charges against him. I rest my case."

(Simulation Page 5)
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WOULD I LIKE THIS TYPE OF WORK?

--Read and circle each answer below. If most of your answers are "yes,"
chances are you would enjoy being a court reporter.

1. Can you sit in class or at church for
several hours without becoming restless
and getting overly tired? YES NO

2. When a friend tells you a secret are
you able to keep it? YES NO

3. Are you interested in expanding your
vocabulary? YES NO

4. When you do a class project do you like to work alone rather
than in a group? YES NO

5. Can you concentrate on a speech or conversation without letting
your mind wander? YES NO

6. Can you focus your attention when you want to? YES NO

7, Do you like to take notes in class? YES NO

8. Is the appearance and accuracy of the classwork you hand in important
to you? YES NO

9. Are you a good speller?
YES NO

10. Do you hold up well in pressure situations such as speaking in
front of a group, taking tests, or hurrying to catch a bus? YES NO

11. Would you like to be a court reporter? YES NO

f".AJ I

(Simulation Page 6)
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WIT 12

HOW AN EXECUTIVE SECRETARY USES THE

MECHANICS OF ENGLISH ON THE JOB AT

THE RAVENSWOOD POLICE STATION

PURPOSE

The purpose of this unit is to give students an opportunity to use
their knowledge of the mechanics of writing--punctuation, spelling, and
capitalization- -while learning something of the work performed by an executive
secretary.

MAJOR ACTIVITY
The major activity in this unit is a simulation of the work performed

by an executive secretary at the city police station in Ravenswood, Oregon.
The simulation exercises give students an opportunity to see some of the
types of things an executive secretary does and to see some of the ways

the mechanics of writing are used on the job. It would be helpful to the

students if they have access to dictionaries while working through this unit.

Before class begins:

1. Duplicate enough copies of the simulation packet (white sheets at end
of this unit) to provide each student with a copy.

2. Read "Background Information on Executive Secretaries" on page 207.

During class:

1. Distribute the simulation packets, reading and discussing the first

page with students. Suggested discussion topics are given in the

teacher's key to the simulation (pages 201-207).

2. Ask students to complete pages 2 through 5 of the simulation. The

first simulation exercise (page 2) requires you to dictate to students
the letter shown on page 196.

3. When students have finished the first five pages, go through the simu-

lation with them, checking answers and discussing the topics shown in

the teacher's key.

4. After checking the simulation exercises, have students turn to page6

to answer and discuss the questions listed there.

11,
5. If time permits, use one or more of the discussion topics or activities

listed on the following page to conclude the unit.
e
1.1%..3
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OPTIONAL ACTIVITIES

100 Duplicate and have students complete the "Executive Word Power"
vocabulary activity on page 199. The answers to the activity are

shown in the box below.

Discuss with students the importance of a good vocabulary to an

executive secretary. Develop the idea that an executive secretary
works primarily with top-level managers and others who have fairly

extensive vocabularies.

If students enjoy this vocabulary activity, you may want to set up a

vocabulary list of your own to use periodically. Or, you might bring

"It Pays to Enrich Your Word Power" pages from Reader's Digest magazine

for use in class.

Answers to "Executive Word Power" Activity

1. (b) indirect 8. (b) undecipherable 15. (a) essential

2. (c) moral 9. (c) excuse 16. (c) yield

3. (c) profitable 10. (b) stimulus 17. (c) admittance

4. (a) to pay 11. (c) exclusive control 18. (c) endanger

5. (b) humiliation 12. (b) delete 19. (d) avoid

6. (a) final 13. (c) blame 20. (c) mislead

7. (a) unprincipled 14. (a) to influence

2110. Have students read and edit the "Dear Chief" letter shown on page 200.

This is a letter written to the chief of police of a small town and
contains many errors. Students are to find the errors in the letter
and then answer the discussion questions at the bottom of the page.

The key to the "Dear Chief"
letter is given at the right.

Develop the idea that a well-
written letter of application
is very important when one is
looking for a job. The letter
should be clearly worded and
written in standard English,
be mechanically correct, and
provide all essential infor-
mation about the applicant.

196
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FIELD TRIP

. . .to the local police station to observe the complete operation

of the station and learn more about careers in law enforcement

and about careers that support the law enforcement officers- -

such as secretaries, typist:, telephone operators, etc.

. . .to any local business or manufacturing firm that employs an

executive secretary or administrative assistant to learn more

about the work performed by these high-level office workers.

(See Field Trip Guide in Appendix for field trip procedures)

INTERVIEW

. . .an executive secretary or secretary from a police station.

. . .an executive secretary from any local organization.

. . .an employee in any law enforcement or other public service

occupation in which students express interest.

(See Interview Guide in Appendix for procedures on conducting

a group interview.)

ADDITIONAL OCCUPATIONS IN THE COMMUNICATIONS INDUSTRY
THAT STUDENTS MAY WISH TO EXPLORE:

See Optional Activities section of Unit 11.
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LETTER TO BE DICTATED
(Executiv( Secretary Job Simulation)

411 The following letter is to be dictated to students as a part of the first

exercise of the Executive Secretary Job Simulation which is the major activity

in Unit 12.

DICTATING INSTRUCTIONS:

Dictate slowly every word in the letter below, indicating where each new

paragraph is to begin. (Do not dictate the punctuation marks)

Alternative Suggestion: Do not tell students when to begin new paragraphs.

After you finish dictating, ask students to decide upon paragraphing.

Take a letter to

Mr. John White
120 South State Street
Albany, California 94716

Dear Mr. White:

Thank you for your letter of September 30, 197-, in which you praise

officers Lewis, Smith, and Scott. We are glad that these officers

were able to help you after your automobile accident in Ravenswood,

Oregon.

Because so many people condemn the police today, we are especially

happy to receive warm, friendly letters like yours.

Any time you are in Ravenswood and need assistance, please feel free

to call on us.

Sincerely yours,

Alvin Dix
Chief of Police

After the dictation is complete, ask students to read through what they have

written to be sure they have spelled, punctuated, and capitalized correctly.

When they have made all necessary changes, ask them to copy the letter onto

the letterhead form provided in the simulation. Remind students to write the

date just below the letterhead.
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"Executive Word Power"

People in executive positions generally have a fairly good vocabulary
and expect those who work with them--secretaries, executive secretaries, etc.- -
to have a good vocabulary also.

Below are 20 key words that are everyday words for most executives. See

how many of these you know by checking the word or phrase nearest in meaning
to the key word.

1. devious

2. ethical

3. lucrative

4. defray

5. indignity

6. ultimate

7. unethical a: unprincipled b: irreligious c: impossible

8. illegible a: not qualified b: undecipherable c: unlawful

411
9. exempt a: to exclude b: deprive c: excuse d: overlook

10. incentive a: obligation b: stimulus c: pretext d: ambition

11. monopoly a: combination b: acquisition c: exclusive control

12. censor a: to scold b: delete c: fabricate d: deceive

13. censure a: to reject b: suppress c: blame d: remove from offv

14. affect a: to influence b: upset c: conclude d: to stop

15. vital a: essential b: conclusive c: significant d: poor

16. submit a: to consider b: evade c: yield d: agree

17. access . a: improvement i.: aid c: admittance or passage

18. jeopardize a: to unbalance b: wear away c: endanger d: stop

19. evade a: to rub out b: lurch c: glance off d: avoid

20. delude a: to soak b: discourage c: mislead d: equivocate

a: amusing

a: practical

b: indirect c: stealthy

b: professional c: moral

d: happy

d: religious

a: illegally gained b: fortunate c: profitable

a: to pay b: pull back c: tatter d: go around

a: penalty b: humiliation c: blame d: rebuke

a: final b: critical c: limited d: decisive
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"DEAR CHIEF"

The following application letter was received by the police chief in a

410
small town. Read this letter and mark all errors in word usage, punc-

tuation, spelling, and capitalization. When you have finished, answer

the questions at the bottom of the page.

I

Febutta&y 4, 197

Dean Chiei,

I heals that you have a opening Son a patAottman in you&

town. I mad Like to apty son that job, wad it be aetkight

with you is I come in to zee you next monday about the job.

1 cot .to monk in denve& 4o& a ptivate zecukaty agency and

the people theik witt tett you that 1 done a good job Son

them. Atso Bob zimpzon iz a good Wend oi mine and he wia

tete you cant he thinia o6 me.

I want to be a patkottman because I Like to weak a uniSakm

and keep peopte on the 4tkait and nauow.

Let me know i4 it 4.6 aa&ight Son me to come in next

monday.

your suet y,

itebeitt Using

Discussion Questions:

1. Do you think AlbertRising got a job as patrolman? Why?

2. Do you think the police chief was impressed with Albert's letter? Why?

3. Do you think it is important for a patrolman to be able to write clearly

in standard English? Why?

4. Are you impressed with Albert's reasons for wanting to be a patrolman? Why?
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UNIT 12

TEACHER'S KEY

Simulation Page 1

Go over page 1 of the simulation
activity with students.

a. Ask students what the term
"executive" means. (One who

is in a controlling or
managing position in an
organization.)

After "executive" has been
defined, ask students to
tell what they think an
executive secretary does.

Bring in at this point
information about executive
secretaries from the "back-
ground sheet" located just
before this key.

111
b. Ask students whether they

are acquainted with any
people who are executive
secretaries. If they are,

ask whether they think the
executive secretaries they
know really do the types
of things listed on Page 1.

c. Ask students whether they
know any people who work
in police stations or other
law enforcement agencies.
If they do, encourage them
to tell about these people.

.......1111
WORKING AS AM EXECUTIVE SECRETARY

AT THE IAVEHSWOOD POLICE STATION

Today you are going to work as
an Executive Secretary for Police Chief

Cie in the Ravenswood. Oregon.
police station. As the executive secretary.

you are a very leportant person. You are the
ght arm' of Chief Dix

a nd because of you
the office of the police

station runs smoothly.

'slower, some of the things you will be doing.

1. You will Lek, dictation
from

Chief Ois

3. You ll dit
material

e

al before
giving it to
Others to type

>1

3. You will record 'Minutes' at

important meetings

4. You mill interview and hire office help
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Simulation Page 2

CHECK:

Students should have written
their letters in a form simi-
lar to that shown at the right.
Check to see that they have
Witalized, spelled, and
punctuated as shown.

You may especially want
to check words such as
"condemn," "officers,"
"receive," and "assistance"
for correct spelling.

Ask students what they liked
and disliked about the
dictation exercise.

Explain that even if executive-
secretaries rarely take
dictation from their bosses,
they frequently must take
notes at important meetings,
conferences, and seminars.

TARIM liCTATION

Chief Dix often calls you into his office to take dictation. Today he

hell is letter that must go out immediately. He is going to dictate It to you.

Instructions: Ask your teacher to dictate the letter for Chief Dix.
As the teacher dictates. write what is dictated on a blank sheet of notebook
paper. Then read through what you have written and correct any errors you might
Mews mode in spelling. punctuation. or capitalization.

When you are satisfied you have the letter written correctly. copy It neatly
Mb the letterhead paper below:

II

CITY OF RAVENSMOOD
rouctx CONCINEXf ' Alvin Dix

Me of paid.,
(Costeust Pete.

Mr. John White
120 South State Street
Albany. California 94716

Dear Mr. White:

Thank you for your letter of September 10. 1,7.. in which you praise Officers
Lewis. Smith. and Scott. We In glad that these officers were able to help

yeti after your automobile accident in Ravenswood. Oregon.

leCeuse so many People condemn the police today. we are especially happy to

receive warm. friendly letter like yours.

My time you an In Ravenswood and need assistance. please feel free to call
M us.

ed:dc

In Dix
Chief of Police
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110
Simulation Page 3

CHECK:

Spelling, capitalization, and
punctuation should be corrected
as shown in the illustration at
the right.

.Discuss with students the reason
for taking "minutes" at meetings.

Ask students if they have ever
attended meetings at which minutes
were taken. Encourage them to
tell about the meetings.

RECORDING THE MINUTES OF A MEETING

Every Monday Chief Dix meets with the Division Chiefs to discuss various
happenings in the police department during the previous week. One of your
duties as Executive Secretary is to attend each meeting and take "minutes--
that is, make notes of who attends the meeting and the topics discussed at
the meeting. After the meeting you must read your notes and correct any
errors in spelling, capitalization, or punctuation. Then you type and dupli-
cate the minutes. giving a copy to each person who attended the meeting so that
everyone who attended the meeting will have a permanent record of what was dis-
cussed.

Instructions: Below are notes from this morning's weekly meeting. Read
these notes, correcting spelling. capitalization. and punctuation in pen or
pencil as you read. (To show which letters should be capitalized. draw three
short lines ( ) under the letters.) The corrections needed in the first
sentence have been marked as an example.

MINUTES

Mee ttna_aLPiAlion Hada Oetobet_S-191-

The PiViAiOn Heads (36 Ix:yens:4nd eptiee lepantment met in the obStees

Chit( Vs at 10 a.m. on Monday00;tobin 1, 197-, pa theirs eegulan tkl me .

Those mutat WAG JdneA Kitty, Juvtnac Divkaion; ;Andy pope& P&usenet

Division; and/awn:ebb, patnot disissum; and Chiq P4A. The liottotoing topics

acne discussed:

Patent Changes: AndAtw wtbb /wonted that 4170 typEA entmesibutg 'e4

astea.471.Wlave 4ncnextsed AA the Red Rochaxank dwwig the past six monthes.

ThtAt60451046iCtA4 Lawn 80.49,1.4.11a Lf4441194Ad Ralph Santos ant bung

i40e downtoum patents to the Red Rocks Tekpattot.4

Juvcnite Peogtam Changes: Jamea Xttcy 44..ar:ati.d a new pugnam in whith young

tam oiientdens 114 to 16 yeanti o6 agcl wilt bt nelextattf to memberts (36 the tic;

Stothens'Associction. The "big bnothens" 'oat be elin.i.ibtelion seeing that

the yorgstens in thane WA( do noC CrAIXAAlif to The pnagnam AA

stiliinta.4andexpenixnentat and a 6:4.12 be 4e-evaluated sucthin sot rant*.

=Walt eamtait=17chte6 dcx n;ati;c:Vd'ihat oAiteca. Ralph Zuak and

Zakny Joedan have bean anunded an o'i%nec:4+:44;:iii.LtOniiq outstanding potcee

/atom in vg;;.2.1.Ail.h, eobbens 14 the First Natlnat Bank oi eayeninood.

it bung no othen business,the meeting KUA aj4=af"

vase StcAtt,my

(Simulation Page 3)
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Simulation Page 4

CHECK:

Check to see that
students marked the
telegram as shown in
the illustration at
the right

(Note: Although some
people do not use a
comma before the con-
junction in a series,
the use of a comma does
make the reading easier
in many cases--especially
when one has compound
items within the series.

Explain to students that
the executive secretary
marked this telegram for
the typist to be sure
that it will be typed
correctly. However, an
experienced typist would
capitalize and punctuate
as shown even if the
material were not already
marked. Thus, in this
case, the executive
secretary was probably
going to have a new and
inexperienced typist re-
type the telegram.

EDITING MATERIAL TO SE TYPED BY OTHERS

The telegram shown below arrived today. Chief Dix has asked you to have
the telegram retyped on a stencil for reproduction and distribution. Since

telegrams are written in all capital letters and do not contain punctuation.
you must show the typists which words should be capitalized and what punc-
tuation is needed.

Instructions: As you read the telegram below. use your pencil to insert
needed punctuat on. Also, show which words should be capitalized by drawing
three short lines (II) under each letter to be placed in capitals. The first
two words in the telegram that need to begin with capitals have been marked
as an example.

Telegramwestern unio,
Ine. et V* *CZ C.I. C HA. 1,11..OrC w.1I

:WU. 141. H egg AI &&&&&& 1

8 1. 1 row.. bo twos o awe 10 46 OCTOBER S 9.7.

ve CHIEF OF POLICE ra ..., .
..,,, .

...NI 161111
RAVENSW000. OREGON to otot

THE :RESIDENT OF THE UNITED STATES WILL PASS THROUGH RAVENSW000 AT 2 PH DECEMBER It)

197..0AS A PART OF HIS TOUR OF THE PACIFIC HORTMEST6

ALL cllz,coutazipno LOCAL POLICE SHOULD PLAN TO BE ON BUTT FROM ID AH UNTIL 7 PH
.

TO PROVIDE MAXIHUH SECURITY

A SECRET SERVICE AGENT WILL VISIT RAVENSWOOD NEXT WEEK TO WORK OUT SECUPITT DETAILS.,
.C. 1.

110MrIta. MD le.1.1 a AVMS* I

: gin ; .1, .C14 a.
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111
Simulation Page 5

CHECK:

Capitalization, punctuation,
and spelling in the two items
should be corrected as shown
in.the illustration shown at
the right.

Also, the employment recom-
mendation form should be
completely filled in.

Discuss with students
each correction and the
reason for the correction.

Ask students to tell
their reasons for hiring
or not hiring Randy Timms.
(Note: Before class dis-
cussions, you may want to
have students write a brief
essay on why they wouldn't
hire Randy and how they would
tell him.

If they decided not to
hire Randy, ask them what
reason they would give
him. Develop the idea
that the best thing to
do is to tell him the
truth--that his skills
are not adequate.

MIRING OFFICE HELP

One of your responsibilities is the hiring of typists and other clerical

workers for the police station office. A young man named Randy Timms applied

for a typing position and was given two handwritten Items to correct and. type

as en employment test. telow are the typed materiels he turned in when he

finished typing.

!teal:

NENCOANOU.4

10: Officer tarry Jordan
Me: Alvin Ola. Chief of Police
OAK: October a, 197-

Inclosed is a comer4ation ear year

eds
sction 1ast month In aeretending the

reek." ofthe jirst national lank of

Ravenswelgreeen. Your ceuragfous action

taken at great parser.; rIsteisplayt4

initiative an4 al which efidos that

which we impact under such circ,Vstances.

tal partneben4 you have

44monstrateni unusual evert, two city of

Ravenswood thanks yew both.

INPLOTHENT RECCMHCHOATION

Hama o7

Experience: none

Education: II yeattA

Office Training: One yaitA

tooatiliaq in high achoat,

Recommendation:

CI Hire applicant

Oo not hire applicant

(Student'

mate ftLetattirl

'instructions:

1. Reed the two items below.

Perking and correcting
all capitalization.
punctuation, and spelling
errors.

2. Then decide whether to
hire the applicant and
fill in the Emloyrent
Reccemendation Shert at
the bottom of the page.

Randy Timms has had no
work experience. He
Ms had 11 years of
schooling. and the Only
office training he has
had is one year of type-
writing.

Item 2:

TO MM IT PAY COnttax:

This Is ta certify tint search of

the records of Use ramensvomi Hllce fleDirt-
S

rent Indicates that there I1 M. Wets,
crImInirtnelcuunt outsUn4ing against

nary Jane dead .wr has there been for two
7..L

past tyn years.

Me toot the likartitof checking

altos the county skier /15.4 asiviied

'at that M Ms ns derviretery Inforesetion

pytaining tee Ms. De44.

205



410 Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources.to which
students who are interested
in this occupation can go
to explore the occupation

O further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

MILD I LIKI MINS MIS TYPE OF YORK?

1. Old ydu enjoy taking dictation?

2. De you like to accept responsibility
for seeing that things are doneon time?

Are you able to remember a message And
five it to parson accurately? . . .

4. Do you enjoy organising things such
parties, school or class projects,
or rootlets, work projects? . . . . .

Mots On

Yes No

. . Yes No

. . Yes No

Yes No

Na
S. Do you like to be of help to other people? Yes

Do you like to write letters. reports.
and Other materials? . . .

Yes No

7. Do you enjoy giving other people direc-
tions? ....... . . . . . . . . . . Yes No

I. Do you feel ccmfortable talking with

people

2. Os you take pride in dolno your work

Yes No

clo10.

Wyatt keep yourself well- groaned? . . . Less NNoo
rreCtly?

If your answers to most of the above Questions are 'yes,' chances Are that

yew woad enjoy being an executive secretary.

An executive secretary often starts cut as a typist. general office worker,

stemgraphor, or secretary and advances eventually to the position of executive

Secretary. However, to become executive secretary one must have had office

training and experience and be able to demonstrate good secretarial. management.

end human relations skills.

11. Mould you like to be an executive secretary? If so. would you be willing

te work your way up to that position?

12. Once you get a job as an office worker, whet
could you do to work your way up

to executive secretary?

13. What could you be doing right now that would prepare
you for the career of

executive secretary?
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BACKGROUND INFORMATION ON EXECUTIVE SECRETARIES

As the term implies, "executive" secretaries usually serve in the capacity
of an assistant to an executive. Executive secretaries are often executives
in their own right because they supervise a staff of subordinate secretaries
and typists.

Duties of an Executive Secretary: Executive secretaries must perform
office duties such as answering the telephone, filing, typing, and taking dication.
In addition to possessing these skills, executive secretaries are expected to
complete all their tasks without any direct supervision. They frequently perform

duties such as composing routine letters and reports, signing letters in the boss's
absence, selecting and training assistants, supervising work done in the department,
specifying office equipment and furnishings needed, and so on. The duties of
executive secretaries vary according to the secretary's education, experience,
seniority, and judgment.

Traits and Attitudes Needed: Because executive secretaries represent their
bosses and their company to the public, and often supervise other office personnel,
it is important they have high-level skills. Some of the attributes needed by an
executive secretary are judgment, loyalty, initiative, diplomacy, appearance, ability
to make decisions, cooperation, punctuality, and flexibility.

Education and Experience: An executive secretary is usually one of the

highest paid office workers. An executive secretary has achieved a unique position
in the business and professional world through hard work, continued study, and
creative contributions to the job. Most executive secretaries have at least a
high school education with additional college or business school training. Most

executive secretaries worked their way up to their present position by beginning
at a lower level office job and being promoted up the ladder of office jobs.
After reaching executive secretary positions, individuals may be promoted to
management or executive positions where they can use their knowledge of the com-
pany, initiative and creativeness to the fullest extent.

If you would like to find out the salary for executive secretaries in your
locale, check the employment-want ads for executive or administrative secretary
in your local newspaper.
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STUDENT MATERIALS

Following is a six-page "Executive Secretary Simulation"
which is to be duplicated, collated, and stapled into
packets for student use.

The simulation contains activities that might be performed
by an executive secretary and it requires students to apply
their knowledge of writing mechanics--spelling, punctuation,
and capitalization.

The teacher's key and discussion guide for the simulation
are found on the preceding pages.
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WORKING AS AN EXECUTIVE SECRETARY

AT THE RAVENSWOOD POLICE STATION

Today you arse going to work as an Executive Secretary for Police Chief

Dix in the Ravenswood, Oregon, police station. As the executive secretary,

you are a very important person. You are the "right arm" of Chief Dix

and because of you the office of the police station runs smoothly.

Below are some of the things you will be doing.

1. You will take dictation from
Chief Dix

2. You will edit
material before

giving it to
others to type

g. You will record "Minutes" at
important meetings

4. You will interview and hire office help

(Simulation Page 1)
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TAKING DICTATION

Chief Dix often calls you into his office to take dictation. Today he
has a letter that must go out immediately. He is going to dictate it to you.

Instructions: Ask your teacher to dictate the letter for Chief Dix.
As the teacher dictates, write what is dictated on a blank sheet of notebook
paper. Then read through what you have written and correct any errors you might
have made in spelling, punctuation, or capitalization.

When you are satisfied you have the letter written correctly, copy it neatly
onto the letterhead paper below:

* * * * * * * * * * * * * * * * *

CITY OF RAVENSWOOD
POLICE DEPARTMENT Alvin Dix

Chief of Polio,

(Simulatl18 Page 2)
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RECORDING THE MINUTES OF A MEETING

Every Monday Chief Dix meets with the Division Chiefs to discuss various
happenings in the police department during the previous week. One of your

duties as Executive Secretary is to attend each meeting and take "minutes"- -

'that is, make notes of who attends the meeting and the topics discussed at

the meeting.. After the meeting you must read your notes and correct any

errors in spelling, capitalization, or punctuation. Then you type and dupli-

cate the minutes, giving a copy to each person who attended the meeting so that

everyone who attended the meeting will have a permanent record of what was dis-

cussed.

Instructions: Below are notes from this morning's weekly meeting. Read

these notes, correcting spelling, capitalization, and punctuation in pen or

pencil as you read. (To show which letters should be capitalized, draw three

short lines (s= ) under the letters.) The corrections needed in the first

sentence have been marked as an example.

MINUTES

Meeting o6 Division Heads Octobek 5, 197

The Division Heads a6 Aavenswood pot ice department met in the olgices o6

dix at 10 a.m. on MondayOtobet 7, 197-, OA their kegutak weekly meeting.

Those pkesent were James Kitey, Juvenile Division; cindy pepper, Peksonet

Division; andkew webb, patkoZ division; and Chie6 Dix. The 6ottowing topics

weke discussed:

Patkot Changes: Andrew webb kepotted that two types a4 ckimes butgakies

and assaetz have inckeased in the Red Rocks pakk during the past six monthes.

Thekelioke olqiceks Lewis Bag Lisa Leasing and Ralph Santos ate being tkan46eked

linom downtown patnots to the Red Rocks path patkoi.

Juvenite Pkogkam Changes: James Kiley desckibed a new program in which young

taw olilienedens (14 to 16 yearns o6 age) wilt be keleased to membeks o6 the Big

Bkotheks Association. The "big bkotheke wilt be kesponsibee lion seeing that

the youngsteks in there cake do not continue to comfit ckimes. The pkogkam is

votantalty and expekimentat and it mitt beu-evatuated within six monthes.

obiicide comendations: dix anounced that obiiceks Ralph Risk and

lanky Jokdan have been awanded an o6iciae comendation son outstanding police

action in apkehending the kobbeks o6 the Finst Nationat Bank o6 Ravenswood.

there being no other business,the meeting was ajoutmed.

See/tetaity

(Simulation Page 3)
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EDITING MATERIAL TO BE TYPED BY OTHERS

The telegram shown below arrived today. Chief Dix has asked you to have

the telegram retyped on a stencil for reproduction and distribution. Since

telegrams are written in all capital letters and do not contain punctuation,

you must show the typists which words should be capitalized and what punc-

tuation is needed.

Instructions: As you read the telegram below, use your pencil to insert

needed-punctuation. Also, show which words should be capitalized by drawing
three short lines (1E) under each letter to be placed in capitals. The first

two words in the telegram that need to begin with capitals have been marked

as an example.

LIIJ v Telegram
western union

NO. WO11..-Cl. A COLL. CASH NO. CHARGE TO THE ACCOUNT OF OVER NIGHT TELEGRAM

1 UNLESS sox Alm is CHECKED THIS
MESSAGE WILL DE SENT AS A TELEGRAM

Seed OM Milowity ~oat*. oulojoe I lit the Woo dolma !weft.. IrAtcS an hm0P7 stutsi

CHIEF OF POLICE

MIST A MO.

A

OCTOBER 5
CARE Of
ORsst. NO.

TELEPHONE

117-

ormwmi RAVENSWOOD, OREGON ZIP CODs

THE RESIDENT OF THE UNITED STATES WILL PASS THROUGH RAVENSWOOD AT 2 P14 DECEMBER 10

197 AS A PART OF HIS TOIIP OF THE PACIFIC NORTHWEST_

ALL CITY COUNTY AND LOCAL POLICE SHOULD PLAN TO RE ON DUTY FROM 10 PM UNTIL 7 PM

TO PROVIDE MAXIMUM SECURITY

A SECRET SERVICE AGENT WILL VISIT RAVENSWOOD NEXT WELK. TO WORK OUT SECURITY DETAILS

spears Tat. NO. NAME H ADDRESS

1 : SH

(Simulation Page 4)
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HIRING OFFICE HELP

One of your responsibilities is the hiring of typists and other clerical

workers for the police station office. A young man named Randy Timms applied

for a typing position and was given two handwritten items to correct and type

as an employment test. Below are the typed materials he turned in when he

finished typing.

Item 1:

MEMORANDUM

TO: Officer Larry Jordan

FROM: Alvin Dix, Chief of Police

DATE: October 6, 197-

Enclosed is a commendation for your

action last month in aprehending the

rabbers of the first national bank of

Ravenswood Oregon. Your couragious actions

taken at great personel risk displayed

initiative and alertness which exedes that

which we expect under such circomstances.

Ralp Risk your partner and you have

demonstrated unusual bravery the city of

Ravenswood thanks you both.

EMPLOYMENT RECOMMENDATION

Name of Applicant

Experience:

Education:

Office Training:

Recommendation:

Hire applicant

Do not hire applicant

Date Signature

Instructions:

1. Read the two items below,
marking and correcting
all capitalization,
punctuation, and spelling
errors.

2. Then decide whether to
hire the applicant and
fill in the Employment
Recommendation sheet at
the bottom of the page.

Randy Timms has had no
work experience. He
has had 11 years of
schooling, and the only
office training he has
had is one year of type-
writing.

Item 2:

TO WHOM IT MAY CONCERN:

This is to certify that a search of

the records of the ravenswood police depart-

ment indicates that there is no warant or

criminel indictment outstanding against

Mary jane dodd nor has there been for the

past tin years.

We took the libertie of checking

with the county sherrif and he adviced

us that he has no derogratory information

purtaining to Ms. Dodd.

(Simulation Page 5)
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WOULD I LIKE DOING THIS TYPE OF WORK?
Circle One

1. Did you enjoy taking dictation? Yes No

2. Do you like to accept responsibility
for seeing that things are doneon time?. . Yes No

8.

9.

Are you able to remember a message and
give it to a person accurately? . . . . Yes No

Do you enjoy organizing things such
parties, school or class projects,
or committee work projects? Yes No

Do you like to be of help to other people? Yes No

Do you like to write letters, reports,
and other materials? . Yes

Do you enjoy giving other people direc-
tions? Yes No

Do you feel comfortable talking with
people Yes No

Do you take pride in doing your work
correctly? Yes No

10. Do you keep yourself well-groomed? . . . Yes No

11/
If your answers to most of the above questions are "yes," chances are that
you would enjoy being an executive secretary.

An executive secretary often starts out as a typist, general office worker,
stenographer, or secretary and advances eventually to the position of executive
secretary. However, to become executive secretary one must have had office
training and experience and be able to demonstrate good secretarial, management,
and human relations skills.

11, Would you like to be an executive secretary? If so, would you be willing

to work your way up to that position?

12. Once you get a job as an office worker, what could you do to work your way up

to executive secretary?

13. What could you be doing right now that would prepare you for the career of

executive secretary?

f-'10.11
lar

(Simulation Page 6)
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UNIT 13

HOW A TOUR GUIDE DEALS WITH

STANDARD AND NON-STANDARD ENGLISH

ON THE JOB AT A MEAT PACKING COMPANY

PURPOSE

The purpose of this unit is to provide students with an opportunity to

explore the career of tour guide while reinforcing their knowledge of stan-

dard and non-standard English usage.

MAJOR ACTIVITY

The major activity of this unit is a simulation of the. work performed

by a tour guide at Great Lakes Meatpacking Company. The simulation exercises

give students a chance to see what a tour guide does and to see how usage of

standard and non-standard English is important to a tour guide's success on

the job.

Before CZass Begins:

1. Duplicate enough copies of the simulation packet (white sheets at the

end of this unit) to provide each student with a copy.

2. Read "Background Information on Tour Guides" on page 225.

During Class:

1. Distribute the simulation packets, reading and discussing the first page

with students. Suggested discussion topics are given in the teacher's

key which begins on page 219.

2. You may want to have students orally present the two simulation activities

in this unit. Suggested procedures for both activities follow:

ACTIVITY 1, Simulation Pages 2-4:
Have students read the dialogue and convert it to standard English on

their papers. After students have completed the corrections, assign each

student one of the numbered paragraphs. Give students five minutes to

memorize their corrected paragraphs so they will be able to role play the

tour guide in front of the class. Students take turns role playing the

tour guide, beginning with paragraph number 1, until the "tour" is com-

pleted.

ACTIVITY 2, Simulation Page 5:
Have students correct the questions on paper. Then ask the class the

original question in non- standard English and have volunteers restate your

.7'11
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questions diplomatically in standard English and provide a reasonable answer.

3. If the activities are not presented orally, ask students to complete pages

2 through 5 of the simulation. While they do this, you may wish to read

through the teacher's key.

4. When students have finished the first 5 pages, go through the simulation

with them. Check answers and discuss standard English usage and the other

topics shown in the teacher's key.

5. After checking the simulation exercises, have students turn to page 6 of

the simulation packet to answer the questions and discuss the topics at

the top of the page.

6. If time permits, use one or more of the discussion topics or activities

listed below to conclude the unit.

OPTIONAL ACTIVITIES

1 1,10 "Slang Expressions" Ask students to divide a sheet of notebook paper
into two columns. On the left side, ask them to write at least ten
slang expressions or nicknames that are popular with them or their group
of friends. (For example: turn off, hassle, out of sight, soul, shoot
the bull, get the ax, creep, etc.) On the right hand side of the paper,
ask students to write in standard English the counterpart of their slang
expression.

After the students have completed their lists, ask the students to read
some of their slang expressions and their standard English counterparts.
Point out that informal English expressions which are completely arbitrary
and last for only a brief time, perhaps a few years, become known as

slang. Discuss the idea that slang is a special language used by a group
of "insiders" to keep other people "outside" their group. Ask students

why they think slang is so popular, especially among teenagers. (It is fun

to use and it provides a special way to express thoughts or feelings.)
You may want to tell the class some slang expressions that were popular
with you and your group of friends when you were young, and ask the class
members if they know what those expressions mean.

2 sip. How to Take A To r t. t Leavin. the Classroom --This activity will

give students the opportunity to become a tour guide" for a place they

are familiar with or have visited.

1. Ask each student to pick a place they are familiar with and would

like to describe to the other students. For example, a location

could be a summer camp, railroad yard, baseball field, candy fac-

tory, national park, the ocean, and so on.

2. Have each student give a 3 to 5 minute oral "tour" of the location,

tell what activities occur there, and give any other information that

would paint a visual picture for the class.

3. Ask class members which of the locations they would like to visit

as a result of their "tour".

4. Discuss with students the idea that this type of work is performed by

tour guides as part of their jobs. A good tour guide must be able to

describe the activities being observed and provide in an interesting

way a picture of the business for which he works.
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3 a "What Did You Say?"-- Non-standard English is spoken in many parts of

the United States. Different geographical areas or groups of people

are identified with non-standard English peculiar to them alone. This

exercise will acquaint students with four types of non-standard English

and give them practice in converting it to standard English.

1. Duplicate and distribute a copy of "What Did You Say?" to each

student in the class.

2. Divide the class into four groups and assign one of the paragraphs

to each group.

3. Tell the students they will have five minutes to read over the

paragraph and convert the language to standard English.

4. When time is up, have different students present (orally) the

paragraph as they have interpreted it in standard English.

5. Discuss with students when and where it would be appropriate to

use standard and non-standard English. Point out that non-standard

English is not inferior English, but that standard English is

used in most books, on TV and radio, and in the-business world.

FIELD TRIP

. . .to a large meat packing company to observe the complete operation
of a meat packing company and learn more about the careers of
the company, including the job of tour guide.

. . .to any local business or manufacturing firm that employs a
tour guide to learn more about the work performed by a tour
guide.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW

. . .a tour guide from a meat packing company

. . .a tour guide from any local firm

. . .an employee in any occupation that students are interested in

at a meat packing or distribution firm.

(See Interview Guide in Appendix for procedures on conducting a group

interview.)

ADDITIONAL CAREERS IN THE AGRICULTURAL NEAT PRODUCTION INDUSTRY

114T STUDENTS MAY WISH TO EXPLORE:

Commission Man
Auctioneer
Meat Grader
Field Contact Man
Feed Mixer
Artificial Breeding

Technician
Cattle Feeder
Ranch Foreman

217

Artificial Breeding
Distributor

Artificial Inseminator
Lab Technician
Breed Association Representative
Veterinarian
Broker
Cattle Rancher
Quarantine Inspector
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INSTRUCTIONS:

"WHAT DID YOU SAY?"

Change all slang and nonstandard English expressions below to
standard English. Tell in what area of the country the dialogue
in each paragraph might be used.

Paragraph 1: American Slang

My brother and me were just sittin' around on our front steps

rapping when this chick came walkin' by. I could tell that my

brother thought she was a dynamite dame so I cut out.
In what area might you hear slang like this?

Paragraph 2: NonStandard English

We have d dog that's so old he can't hardly walk, but you know

what he done last week? We took him up to town for a rabies shot

and he bit the vet. I've knew him for a long time and he don't go

around taking a dislike to people. After I scolded him, I swear

he looked at me and said, "Sorry, I been mean, aint I?".

In what area might you hear non standard English like this?

Paragraph 3: Slang and NonStandard English

Woman, why you so mean? I give you a jive tip and you do nothin'

but call me an average cat. I spend bread on you and burn other people

for you, and you still say I got no soul. This whole scene is gettin'

even badder than it was, and if you don't show me some heavy feelings,

I'll split.

In what area might you hear slang like this?

Paragraph 4: NonStandard English

It might look like a junk heap to you but this here 1944 Ford

has gotten my Pa around for 30 years. He got it for hisself when

he got him his first job. Pa carries me to school every day in this

Car here. It don't never quit on us once it gets to running, but

to start it Pa has to mash the starter button real good. Pa says

no man couldn't want a better car, and in two more years he will

leave me have it.

In what area might you hear non standard English like this?
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Simulation Page 1

Go over page 1 of the simu-
lation activity with students.

a. Ask students if they know
any people who are tour
guides.

b. If so, ask students whether
they think the tour guides
they know really do the types
of things described here.

c. Ask students to describe
what types of organizations
tour guides work for.

In a discussion develop the idea
that a tour guide must:

a. Have a friendly, outgoing
manner.

b. Speak clearly and loud
enough to be heard, often
over the sound of machines

c. Use standard English on the
job.

d. Be able to answer impromptu
questions.

e. Have a clean, well-kept
appearance.

UNIT 13

TEACHER'S KEY

.UNIT 13

HOW A TOUR GUIDE USES STANDARD AND NONSTANDARD ENGLISH

You have a job as a tour guide at great Lakes ?eatoacking Company. Before

you begin work, you must be familiar with how the meatpacking company operates

so you can explain the process to visitors.

Two of your duties will be to:

2. Answer visitor's questions
about the company.

1. Walk visitors along the tour route
and explain the ceTany's operations.
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Simulation Page 2

CHECK:

A standard English counter-
part of each of the paragraphs
is shown at the right.

As students orally present
their standard English para-
graphs ask students in the
class to compare the oral
revision of the paragraph
with their standard English
version. After all the
paragraphs have been presented
to the class, have students
who revised their paragraphs
differently present their
version to the class.

Optional Discussion Topic:

Ask students why it would be,+ for a foreman of
a meatpacking company to use
this type of informal English
on the job but not proper for
a tour guide.

EXPLAINING COWIN OPERATIONS

Ralph Richards, foretmn of the meatpacking company, will take you on
a tour of the plant to acquaint you with the operations of the company.

INSTRUCTIONS: The plant foreman's description of how the meatpacking
process is done is oms below. In his description, the foreman does not
use standard Engrs). Read the dialogue shown below and convert it to
standard English o you can use it in your job as a tour guide. The first
sentence is done for you as an example.

ftcampto:

blur
I guess you -ittlOWS- we're running a meatpacking company here.

Today, I'mr"glanrishon you all something about how we
,act

them get knmot
cattle and what happens to Lemonce we 44t.them. I've knew- this

taiking
company inside out for 18 years and I'm n-hag-heauen just talftn,

about it.

ace ate
The first people who sees -these cattle -i-s- our buyers. Our

aie give
buyers "t5 trained to picL cattle that gives us the most good cuts

2 doesn't
of meat per pound of live body weight. If a buyer -danJ4 pick out

aaen't going to

top-grade cattle, we just aite-t-gtorna have a good product.

Me get
The cattle is shipped to us in railroad cars. They vets to

this irere-holding pen every day. Ne don't have ie mere cattle

3 because
shipped in than we can kill that day 'cause- if they stand around

to Case tot o$ ,aney
they start losiiii weight and we lose a lot-t-edowlh that way.

the get them

[

As soon as them cattle-vris here, we start herding 'en'singlc

file into a chute. the chute lends them into the kill floor where
an

we knoci. them. Knocking a cow means we hold a. air gun to its
done

head and drive a slug into its brain. After this is (14,6 the tow
dies immcd4aMo doon't anot<nl

do-optrd-!.xi-rilht-quirt ..it thrn'i feel qothing.
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Simulation Page 3

See Page 220

5

61

Laying

When the cow is .1.y.ing. on the floor dead, we shackle its back

legs to a
(rock

belt. t. Then we ho-it- i t into the air upside
down and hook-s- i t. on a pulley. I t rides a I oho on this -4ere- con-

veyor to the next step %Acre we start to skin it.

eau has
At this next step, the gu:.-got a sharp knife. Ile cuts the

skin on the head and pulls the skin ,1.1-1. off the head of the cot/.

Then the man swings the cow around and cuts a pattern through the

hide on the stomach of the cow.

the
When the cow gets to tlris next step, the hide frenni-t-strentr-

a
is pulled off. tle have is - machine -Imre- called a hide-puller.

hook

7
We hooks it onto theceorners of the hide and it .just pul Is the

6som ve,s I! .quickey.
hide rightoff-oft-hat-t;aria cow in--no-OrinJ--flat. We done sell

that rakes .

all our hides to another company f-orte-rnino. shoes and purses out

of them.

biote al.sn't a skinned cm
I knrwed- this aln't a very pretty sight nowactentcotrytth

on a coarcym have erotte
rrs-h-i-d.ritr7t-h-sagiTt'-ops-fde'Vean. Some way we -gots to get the

8 intestines and organs from out-ofthe cow co we slit it up the
middle. All the blood runs down this here -drain sthi 1 e we pull

the insides out.
vivo and toarst(ne 5

Al ter the i-nc-i,let are lwce from the carcac, we lay them

1
rit;ht- On that conveyor belt down -under the n s . lha t w i y , I f

l,flip in: i des ur careacc d,In'.:- chow something month 1 Ike a tumor,
/zero vc the soul ,t

Ix get-that cow -on-1-7-here and doww -over to the dog food plant on the

other side of twin.

9
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Simulation Page 4

See Page 220

ate (nspaction o
When the inspectors -is- done with their first 1.o<4-ot. the cow,

Lead
we dump- the intestines and organs into this container and get rid

10 a tnelot

of them. The carcass is sent down the line to Voitbigguy-with

a power saw. Ile saws the cow in half, through bone and all

cue getting
Ile gett44'o4.-down. to the "shrouder" not/. Ile wraps up

Itttue..5 keeps

the beef -halts- in damp canvas. This here canvas is--forto krep
ptczaca tut

the meat moist and topress- down the fat. rim' ue puts the warm
hitt tuttit

beef into the chili cooler. From the time we a cow
takes e,:4

cooler on-l-y-t 'TA-es 20 minutes.
coot

While we let the beef -1:p;,-4othecoolt-r-it gets another inspec-
agents

tion by the government- folks. lie don' t hardly- have any beef that
doesn't

or.-t _get one of the top two grades. Our beef are rounded out
out!! iS'at
-roe-1-907d. and make a good cut of meat.

1

12

it gets err -dorm to the

At tut
-Whitt one day has-passr1 we move zsw-t- the beef from the cooler.

divided ism:Um
I t is sawed into .14lt-14.,p cuts of meat so it can be packaged 14)-

13 This
and s-o.nial-otrt to grocery stores. Th-l-t-efrout sums up what happens

riOCCS6
to the half million animals wa put-thronglr-thispiace every year.
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Simulation Page 5

CHECK:

Sample questions in standard
English are given at the
right.

Have students compare their
standard English version
with those presented orally
in class. (See page 215
for procedures for the oral
presentation.)

Optional Discussion Topic:

.Ask students to describe
what type of mental picture
they associate with the
people asking each of these
informal questions. (For

example--a tall Texan with
a ten-gallon hat, and so on.1

Point out that what a person
says and the type of language
he uses can often reveal
much about his age, back-
ground, geographic area,
religion, and so forth.

Sample Answers:

RESTATING INFORMAL QUESTIONS

During the plant tour, guests ask questions of the tour guide. Given
below are some questions you might be asked about the plant. As a tour guide
you must restate each question so everyone can hear and understand: then give
an answer. INSTRUCTIONS: Read through the questions and change all non-
standard English to standard English. De prepared to restate each question
Aloud and to provide a reasonable answer.

1. Do ya'll pick up the doggies at auction or do ya make private

deals with ranchers?

Do you putchase cattle at auction oa make private amangements
with 4ancherts?

2. Wha's the dif among a Hereford and a heifer?

What i4 the dithiertence between a Hetetioad and a heitieft?

3. Just between you and 1, irregardless of what you've told us,

are those *rispectors really doing their job?

Just between you and me, aegatdless oi what you have told us,
ate those inspectou malty doing than jobs?

4. Hey man, that cow looked like it had a hunderd foot of guts.

What do ya do with all that stuff?

That cow looked Like it had a hundred Sett oti intestines. What
do you do with them?

5. Is twenty minute you best time for runnin' a cow through here?

14 twenty minutes yam &Latest .time son mocessing a cow?

6. I be glad this here tour is over. You ever be sick after you

sees this stuff?

I

his

am

?

glad this toua iA overt. Ante you evea sick aitea you see

7. Last month I spent on meat seventy-five dollars. This you call

' reasonable

Last month ? spent seventy -hive dotto.M on meat. Do you call
this aeasonabte?

1. We buy some cattle at auction, but normally we
deal with ranchers directly.

2. A Hereford is a breed name of cattle. A heifer
is a young female cow, especially one who has not
borne a calf.

3. The inspectors have a great deal of responsibility,
and do a remarkable job considering the large numbers
of cattle they must inspect.

4. The waste materials, such as intestines, are used in
the making of such products as pet food and fertilizer.

5. I would say yes. We try to be fast but, more impor-
tantly, we try to be thorough.

6. No. It may seem gruesome to some of you, but it is
our business and we are here to serve the needs of

consumers.
7. Without knowing the size of your family or your

tastes, I couldn't say whether it is a reasonable
amount or not.
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Simulation Page 6

The purpose of the questions
on page 6 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed
to succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go to
explore the occupation further.
Also, work with the business
and office resource teacher
to develop additional exploration
activities related to this unit.

WOULD I LIKE THIS TYPE JOB?

Do you think you would like to be a
tour guide? if most of your answers to
the following questions are "yes". chances
are you would enjoy being a tour

1. Do you truly enjoy meeting new people? Yes No

2. Is it easy for you to speak to a group of people on a topic you

know well? Yes Na

3. Do people generally understand what you say? Yes No

4. Do you like to get dressed up in smart outfits' Yes No

5. Do you answer spur-of-the-moment questions without getting
flustered? Yes No

6. Are you comfortable using standard English' Yes ho

7. Can you "sell" people on ideas or products you believe in? Yes No

8. Would you like a job where you were active--on your feet--a good
part of the time' Yes No

9. List all your traits that would help you be a successful tour guide:

10. List all your traits that would keep you from being a successful tour guide:

II. Review your answers to the above questions. Do you think you would be

happy and successful In a career as J tour guide?

-I?
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BACKGROUND INFORMATION ON-TOUR GUIDES

Tour guides, sometimes known as guest relations representatives, escort
guests along a pre-planned route within the business or industry and explain

how the products are manufactured or how the company operates. Tour guides

are a public relations representative for the companies in which they work.

Often a tour guide is the only employee the public comes in contact with while

visiting the business or industry. Therefore, a tour guide's job involves
making friends--potential customers--for the company. A successful tour guide

creates goodwill for the company and leaves a favorable impression on each

visitor touring the plant.

SKILLS AND
CAPABILITIES: .Speaks clearly

.Voice carries well

.Fonouces words distinctly

.Uses standard English comfortably

.Resourceful--must be able to answer difficult questions
with ease

.Thorough knowledge of how the company operates

.Loyal to the company

.Friendly, outgoing manner

.Attractive, neat appearance

.Enthusiasm towards job and company

.Enjoys meeting people

EDUCATION: Often, organizations Zook for one or more of the following when

hiring tour guides:

.A background in speech and/or English

.A college background or degree

.Marketing and promotion courses

.Public relations courses

Job opportunities for tour guides will increase as companies continue to

grow in size. Most large industrial establishments have tour guides for people
who visit their. plants. A tour guide may not have a normal 8-to-5 job since many
plants and industries are open to visitors evenings, holidays, and weekends.

For information on the salary of tour guides in your area, consult local employ-

ment agencies or the employment want ads in your daily newspaper.

e:41
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STUDENT MATERIALS

Following is a six-page "Tour Guide Simulation" which is

to be duplicated, collated, and stapled into packets for student

use.

The simulation contains activities typically performed by

a tour guide and requires students to make decisions regarding

informal, non-standard English usage.

The activities are designed to be completed on paper by the

students and then presented orally to the class. The teacher's

key and discussion guide are found on the preceding pages.



UNIT 13

HOW A TOUR GUIDE USES STANDARD AND NONSTANDARD ENGLISH

You have a job as a tour guide at Great Lakes Meatpacking Company. Before

you begin work, you must be familiar with how the meatpacking company operates

so you can explain the process to visitors.

Two of your duties will be to:

2. Answer visitor's questions
about the company.

1, Walk visitors along the tour route
and explain the company's operations,.

(Simulation Page 1)

227

q



EXPLAINING COMPANY OPERATIONS

Ralph Richards, foreman of the meatpacking company, will take you on

a tour of the plant to acquaint you with the operations of the company.

INSTRUCTIONS: The plant foreman's description of how the meatpacking

process is done is shown below. In his description, the foreman does not

use standard English. Read the dialogue shown below and convert it to

standard English so you can use it in your job as a tour guide. The first

sentence is done for you as an example.

Example:
know

I guess you 4,1404-we're running a meatpacking company here.

Today, I'm gonna show you all something about how we gets our

1 cattle an what happens to 'em once we got them. I've knew this

company inside out for 18 years and I'm in hog heaven just talkin'

L about it.

The first people who sees these cattle is our buyers. Our

buyers is trained to pia cattle that gives us the most good cuts

of meat per pound of live body weight. If a buyer don't pick out

top-grade cattle, we just ain't gonna have a good product.

The cattle is shipped to us in railroad cars. They gets to

this here holding pen every day. We don't have no more cattle

3 shipped in than we can kill that day 'cause if they stand around

they start losin' weight and we lose a lotta dough that way.

As soon as them cattle gets here, we start herding 'em single

file into a chute. The chute leads them into the kill floor where

4
we knock them. Knocking a cow means we hold a air gun to its

head and drive a slug into its brain. After this is did, the cow

drops dead right quick--it don't feel nothing.

(Simulation Page 2)
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When the cow is lying on the floor dead, we shackle its back

legs to a conveyor belt. Then we hoists it into the air upside

5 down and hooks it on a pulley. It rides along on this here con-

veyor to the next step where we start to skin it.

At this next step, the guy got a sharp knife. He cuts the

skin on the head and pulls the skin all off the head of the cow.

Then the man swings the cow around and cuts a pattern through the

hide on the stomach of the cow.

When the cow gets to this next step, the hide from its body

is pulled off. We have this machine here called a hide-puller.

We hooks it onto the corners of the hide and it just pulls the

hide right off of that warm cow in nothin' flat. We done sell

all our hides to another company for to make shoes and purses out

of them.

I knowed this ain't a very pretty sight now--a dead cow with

Ino hide just hangin' upside down. Some way we gots to get the

8 intestines and organs from out of the cow so we slit it up the

middle. All the blood runs down this here drain while we pull

,

the insides out.

After the insides are loose from the carcass, we lay them

/. right on that conveyor belt down under the cow. That way, if

the insides or carcass done show something wrong, like a tumor,

we get that cow outa here and down over to the dog food plant

-other side of town.

(Simulation Page 3)
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10
of them. The carcass is sent down the line to that big guy with

sa power saw. He saws the cow in half, through bone and all.

When the inspectors is done with their first look at the cow,

iwe dump the intestines and organs into this container and get rid

1

We gettin' on down to the "shrouder" now. He wraps up

the beef halfs in damp canvas. This here canvas is for to keep

the meat moist and to press down the fat. Then we puts the warm

beef into the chill cooler. From the time we kills a cow 'til

it gets on down to the cooler only takes 20 minutes..

While we let the beef be in the cooler it gets another inspec-

tion by the government folks. We don't hardly have any beef that

12
don't get one of the top two grades. Our beef are rounded out

13

real good and make a good cut of meat.

When one day has passed we move out the beef from the cooler.

It is sawed into littler cuts of meat so it can be packaged up

and sended out to grocery stores. That about sums up what happens

to the half million animals we put through this place every year.

(Simulation Page 4)
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RESTATING INFORMAL QUESTIONS

During the plant tour, guests ask questions of the tour guide. Given

below are some questions you might be asked about the plant. As a tour guide

you must restate each question so everyone can hear and understand.

INSTRUCTIONS: Read through the questions and change all non-standard English

to standard English. Be prepared to state each in standard Enalish.aloud and to
provide a reasonable answer.

. Do ya'll pick up the doggies at auction or do ya make private

deals with ranchers?

2. Wha's the dif among a Hereford and a heifer?

3. Just between you and I, irregardless of what you've told us,

are those inspectors really doing their job?

14,,k MAns Mat 1001.pa 11143 if had A humdeld foot of qui.

What chi ya do with all that stuff?

1i. twenty minute you best time for runnin' a cow through here?

6. I be glad this here tour is over. You ever be sick after you

sees this stuff?

Last month I spent on meat seventy-five dollars. This you call

reasonable?

(Simulation Page 5)
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WOULD I LIKE THIS TYPE JOB?

Do you think you would like to be a

tour guide? If most of your answers to
the following questions are "yes", chances
are you would enjoy being a tour guide.

Do you truly enjoy meeting new people? Yes No

2. Is it easy for you to speak to a group of people on a topic you

know well? Yes No

3. Do people generally understand what you say? Yes No

4. Do you like to get dressed up in smart outfits? Yes No

5. Do you answer spur-of-the-moment questions without getting
flustered? Yes No

6. Are you comfortable using standard English? Yes No

411
7. Can you "sell" people on ideas or products you believe in? Yes No

8. Would you like a job where you were active--on your feet--a good

part of the time? Yes No

9. List all your traits that would help you be a successful tour guide:

10. List all your traits that would keep you from being a successful tour guide:

11. Review your answers to the above questions. Do you think you would be

happy and successful in a career as a tour guide?

(Simulation Page 6)
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UNIT 14

MAKING EFFECTIVE SPEECHES AS A

PUBLIC PROGRAM SUPERVISOR FOR A

TELEPHONE COMPANY

PURPOSE:

The purpose of this unit is to provide students with practice in giving

speeches while learning about the career of a public program supervisor.

MAJOR ACTIVITY:

Students are to prepare and give a speech as they assume the role of a

public program supervisor for a telephone company.

Before Class Begins:

Duplicate a copy of the simulation (white sheets at the end of this unit)

for each student in the class.

During Class:

1. Distribute the simulation packets.

2. Have students read and discuss the information on the first page of

the simulation.

3. Assign each student one of the topics listed below on which to prepare

a short speech:

Topic 1: What Good Telephone Manners Are and Why They Are Important

Topic 2: How to Place a Long Distance Call

Topic 3: Proper Methods of Answering a Call and Taking Messages

Topic 4: Telephone Equipment and Services of the Telephone Company

4. Have students begin gathering information and preparing their speeches.

5. After listening to a speech, have members of the class write the speaker's

name on a sheet of notebook paper, one fact they learned from the speech

that will be useful to them, and one comment on the speaker's method of

presentation..
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S

During Class: (continued)

6. Optional: Have students orally react to points mentioned in the speeches

and to individual methods of presentation.

OPTIONAL ACTIVITIES:

1 211 Outlining Speeches--Prepare a short speech from a carefully developed out-

line, then read it to the class. Tell students that they are to jot down

the main points and subpoints as they are presented. Afterwards, compare

students' outlines with the one you have developed.

2 411.Extemporaneous Speaking--Write the titles of 30 different occupations on

slips of paper and place them in a box. Have each student draw a slip of

paper and give a one-minute talk on the occupation listed. Students might

include in their presentations such items as the nature of the work,

qualifications needed for entry into the occupation, job interest. and

job usefulness.

3 4%4 Guest Speaker--Ask a representative from your local telephone company to

speak to the class on services and equipment provided by the telephone

company, or have this person show one of the films produced by the tele-

phone company.
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UNIT 14

MAKING EFFECTIVE SPEECHES AS A PUBLIC PROGRAM

SUPERVISOR FOR A TELEPHONE COMPANY

A public program supervisor at a telephone company explains correct tele-

phone usage and describes the services and equipment provided by the telephone

company to student groups, clubs, and members of the business community.

Today, you will assume the role of a public program supervisor as you pre-

pare and give a speech on some area of telephone usage.

235
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GIVING A SPEECH

An unorganized speech is not easy to deliver and is difficult for listeners
to follow. Without a plan, your speech is likely to wander, and your audience
may become bored.

Follow the three steps and use the form below as you prepare and give a
speech on the topic your teacher has assigned you.

Step 1: OUTLINE YOUR SPEECH--Organize your information into main
points and subpoints as shown below:

Main Point A.

Subpoint 1.

Subpoint 2.

Main Point B.

Subpoint 1.

Subpoint 2.

Main Point C.

Subpoint 1.

Subpoint 2.

Main Point D.

Subpoint 1.

Subpoint 2.

Main Point E.

Subpoint 1.

Subpoint 2.

Main Point F.

Subpoint 1.

Subpoint 2.

Main Point G.

Subpoint 1.

Subpoint 2.
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Step 3: GIVE THE SPEECH--Present
your talk in clear tones- -
loud enough for all to
hear. Try to be motivated
by a sincere desire to share
your ideas with the listen-
ers. Think about what you
are saying while you are
saying it.

Step 2: REHEARSE YOUR SPEECH--Practice
your speech before delivering
it to an audience. This is
the time to identify and "iron
out" any problems which may
occur while giving the speech.
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UNIT 15

HOW A TRAVEL AGENT

USES THE SKILL OF

COMPREHENSION .

PURPOSE

This unit deals with the career of travel agent. The unit is designed

to give the students experience with the skill of compr"ehension while learning

about the career of travel agent.

MAJOR ACTIVITY

The simulation activities included in this unit are activities travel agents

encounter as a part of their jobs. The simulation activities in this unit revolve

around a travel agent's ability to comprehend and take action accordingly.

Before Class Begins:

1. Duplicate enough copies of the simulation packet (white sheets at the end

of this unit) to provide each student with a copy.

2. Read "Background Information on Travel Agents" on page 248.

3. Review the page entitled "Robin Wells' Dialogue," page 241, since you will

role play Robin Wells by reading this dialogue to the students when the

simulation begins.

4. You may want to write words, with difficult spellings on the chalkboard

before class begins so students can refer to correct spelling of such

words as Puerto Rico, San Juan, etc.

During Class:

1 Distribute the simulation packets, reading and discussing the first page

with students. Suggested discussion topics are given in the Teacher's Key

which begins on page 242.

2. Ask students to turn to the second page of the simulation. Explain that

they are to assume roles of travel agents while you assume the role of Robin

Wells, a customer of the travel agency. Explain, also, that you will tell

them about a trip you (as Robin Wells) want them to plan for you, and they

are to make notes on the trip planning form so that they can make your travel

arrangements. Tell students they will use these notes to complete the re-

maining travel forms.

3. Role play Robin Wells by reading aloud (in a conversational tone) "Robin

Wells' Dialogue," page 241,while students take notes on the trip planning form.

4. When you have completed the dialogue, ask students to make Robin Wells'

travel arrangements by completing the simulation packet. Explain how the

24-hour time used on the timetable is converted to standard time.

5. When most students have finished the simulation activities, check and discuss

their work, using the teacher's key as a guide. If time permits, use one or

more of the discussion topics or optional activities listed on the following

page to conclude the unit. <1
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OPTIONAL ACTIVITIES

WI "rdsstheWord" -- This game provides students with an exercise in

comprehending and repeating a message. Whisper a short story or phrase

to a student at one end of the classroom. Tell the student to whisper

the message to the next student, and so on, until all students in the

class have heard the message and passed it on. When the message has

reached the final student, ask him to repeat the message he heard to the

entire class. Then read aloud to the class your original message and

compare the two.

Ask students what differences there were in the content of the two messages,

and what reasons they think contributed to the communications gap.

2 ag "What Makes a Good Listener?"-- Through a class discussion, decide on some

standards for good listening. For example, good listeners keep their

eyes on the speaker, don't fake attention, don't "tune out" difficult

listening. Post these rules in front of the class so students can review

their own listening habits.

3
"What Am I?" -- This exercise gives students an opportunity to form a mental

picture of an object and name it based upon an oral description.

1. Have students number a page from 1 through 8.

2. Read each of the descriptions given below and have students guess
and write down the name of whatever you are describing. (A variation

might be for students to interrupt your reading whenever they think

they know the name of the object.)

3. When you have read a description, ask different students to give their

answers. Compare their answers to the ones shown below.

4. Point out that people form different mental pictures of an object
after hearing the same description. The way people relate to what

they hear is how they comprehend.

DESCRIPTION 1: We can hang on the watt. on zit on a deziz. We come in many

cotoA4 and zhapez. We don't zay much, onty ring, hum, on beep, but without

u4 you'd get too much zteep. (Answer: Alarm Clock)

DESCRIPTION 2: Some people took at me and -dank I'm beautiliut white otheA4

jurt zhake theit heads in puzzlement and walk on by. I've been named.
(Answer: Picture)

DESCRIPTION 3: When I'm 4e/wed I go "munch". O(ten you'a have me az a

pant yours .Conch. I am ..toned in a candboaAd box with wax tining 40 my

15Auhne4.4 wit. temain. (Answer: Crackers)

DESCRIPTION 4: I'm a zhag ol5 wood with Lead 4howing on my bottom and a zog

top that getz n id o6 miztakez my others end makez.
(Answer: Pencil)
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DESCRIPTION 5: 16 a.& you want iz a date, that14 what I'm akound
-(Answer: Calendar)

DESCRIPTION 6: I'm att bottted up; I'm zmooth and ckeamy. I ismett good

too. Make women that men uze me. When I'm put on no-one can zee me.
(Answer: Lotion)

DESCRIPTION 7: My zate pukpoze ban exatence .L6 0 go 9cound cinctez

witk a tot ab weight on me and pke&sune cn me. I bite the duht °gen but
that atone mitt zetdom delitate me. My gkeate6t bean 4:4 that I wat be nailed.

(Answer: Tire)

DESCRIPTION 8; I'm zhokt and ztkong, and 4tand overt watek on At/met colutela

evekywheke. How I pkay ban flame beet inatead ob a lioundation o6 conckete
whenever:. I zee a dog anxiourty kunning my way.

(Answer: Fire Hydrant)

4 "Get the Story Straight"--Read a paragraph out loud to the class, telling
them not to take notes on what you are reading. When you have finished

reading the paragraph, ask students to write the story on paper as they
remember it. Have several students read their versions to the class and

compare them to the original story. Point out that each of us goes through
a different process of evaluation and remembering what we hear and see.
Therefore, people do not comprehend in a like fashion. Another example

411
you can use to illustrate this point is the idea that jury members hear
identical testimony but often have difficulty in agreeing on a verdict.

FIELD TRIP

.to a travel agency to observe the complete operation and learn more
about careers, including the job of travel agent.

. . .to a park or through the town with students from the class acting as
tour guides.

(See Field Trip Guide in Appendix for field trip procedures.)

INTERVIEW:

. . .a travel agent

. . .an owner of a travel agency

. . .an employee in any occupation that students are interested in, in the

transportation industry.

(See Interview Guide in Appendix for procedures on conducting a group interview.)
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ROBIN WELLS' DIALOGUE

(To be read aloud to the class as they take notes on the Trip Ptanning Form.)

Hi. I'm Robin Wells and you made travel arrangements for my vacation last

year. Now I'm ready to go on another vacation, and this year I have decided

to go to Puerto Rico and to St. Thomas in the Virgin Islands. I want you to

make all my arrangements as usual, so I'll tell you just what I want and you

can make notes. O.K.?

The first day of my vacation is Tuesday, July 17, and on the morning of that

day I would like to fly from New York City to San Juan, Puerto Rico. I want to

stay for three nights at the ElConvento hotel--that's spelled E-L C- O- V- E- N -T -O.

My best friend is going to be staying at the ElConvento at the same time

be there; otherwise I would just stay at the Hilton.

On the second day, Wednesday the 18th, I would like you to arrange a sight-

seeing tour of the island for me. Be sure the tour includes the Rain Forest.

My friend Larry Parker went to Puerto Rico two years ago and has been talking

about the rain forest ever since, and I want to find out if it is as interesting

as Larry says, which I don't expect it to be.

I will spend the third day at the beach, but I want you to arrange a night

club tour in the evening for me. I have friends who took a night club tour in

San Juan last year, and'they said it was really great.

On the afternoon of the fourth day, July 20th, I want to fly to St. Thomas

in the Virgin Islands for three days and nights. So make a flight reservation

for me from San Juan to St. Thomas for July 20th.

While at St. Thomas, I want to stay at the Bluebeard's Castle Hotel. I

understand there is only one real town on St. Thomas; is that right? On July 21,

I want to visit the Virgin Island National Park on St. Johns Island.

On July 22, I would like you to arrange a shopping tour of St. Thomas and

later I will maybe go to the beach. Then on the seventh day, July 23, I want

to fly back to New York City on an afternoon flight.

Another thing I forgot to mention, I don't want to pay a fortune for the

hotels in Puerto Rico and St. Thomas. Someone told me I could get a single

room at those hotels for $23 a day in July, and that is the rate I would like.

Call me when you have made all the arrangements and I will come in to pick

110
up my tickets. My telephone number is 678-2455.
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UNIT 15

TEACHER'S KEY

Simulation Page 1

Go over page 1 of the simulation

activity with students.

a. Ask students whether they are
acquainted with any people
who are travel agents.

b. If so, ask whether they think
that the travel agents they know
really do the types of things
described here.

c. Ask students to describe other
types of work performed by the
travel agents they know, and in
what type organization he or
she works.

In a discussion develop the idea
that travel agents must:

a. Be able to comprehend and
follow oral instructions.

b. Have a pleasant manner on
the telephone and in person.

c. Be able to work in a hectic
atmosphere and under the
pressure of deadlines.

d. Be skillful at remembering
facts and details.

242

UNIT IS

WORKING AS A TRAVEL AGENT

Today. you are going to work as a travel
agent for the World-Wide Travel Agency which
is locaUd in Long Island City. New York.

Your main duties as a travel agent are to
listen as your clients describe the trios they
want you to plan for then; give clients infor-
mation about tours, hotels, and rates; and wake
travel arrangements for them.

You must listen very carefully to your
Clients so that you can arrange the type of
trip they want. If you do not listen carefully.
you ray fail to do what your clients request.
For example. you might rake reservations at
a certain hotel when the clients said they wanted
to stay in another. or you might reserve an
expensive room when they had asked you to re-

Serve an inexpensive room. Also, if you do not

listen carefully and take conPlete notes. you
might reserve flights on the wrong days. If

you make mistakes like these. your clients will
90 to another travel agent the next Woe they
plan a trip.

Today. you will take notes as one of your
clients. Robin Wells. describes an upcoming
trip you will arrange. You will then use your

notes to prepare a flight schedule and :o re-
quest hotel reservations for the client.

Rennter. good listening and comprehension
skills will be very inportant to you as you
begin your work as a travel agent.



Simulation Page 2

The information given orally
to the students is recorded
correctly on the completed
form shown below.

Ask students if they
experienced difficulty in
recording all the details and
facts that Robin Wells wanted
as part of the vacation.
Point out that in order to
be a travel agent, a person
must be able to hear and record
a myriad of details accurately.

,LISTENING TO CUSTOMERS AND TAKING NOTES

A customer, Robin Wells, comes to the World-Wide Travel Agency office and describes an upcoming trip to
Puerto Rico and the Virgin Islands. Take'notes on the Trip Planning Form below as Robin describes the travel
arrangements you are to make. Place a dash (--) in the "From" and "To" columns of the form for the days on
which Robin is not traveling by air. (NOTE: Your teacher will role play Robin Wells.)

Client's name: robin 14rtt4

TRIP PLANNING FORM

Telephone: 611-2455 Departure Date: July 17

AIR TRANSPORTATION
Date From: To: Hotel

s,.. EC Convotto !Iota

\\A

San Juan St. Thoma4 Btuebtatd'a Caatle Hotel

1,1

St. Thorny New Yotk City

Specia) Notes: I. !Watt MORNIIA; oS July IF OA San Juan.
2. Otpatt San Jima Sot St. Thomas AFTFRNOOR o July TO.
3. Poo.vtt St. Thomas boa Rem Yokh City AFTERNOON o6 July 23.
4. Customgt wants atnate toom at a matt oS $23
3. Cuatomet tcdf fuck up tAcktt4 aittA let cat him.

Special Tours

Wand Tout, including gd4A
FOAW

Night Club Tom

ViAgin Wands National Patk
Tout on St. Johns Leland

Shopping iota 06 St. Thorax
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Simulation Pages 3 and 4

A completed Flight Information form
is shown at the right. Notice that

flights have been selected according
to the preference of the customer
and times have been converted from
24-hour to standard times.

Ask students which flights they
selected for Robin Wells, and
what standard time they list
for those flights.

(Note: Instructions for
converting to standard time
are given near the top of
Simulation Page 4. You may

want to convert several
24-hour times to standard
times before students begin
the simulation so they under-
stand the process.)

Optional Discussion Topics

411 Ask students why they think
an airline would list their
flight schedule using the
24-hour clock.

Ask students if they know of
any other agencies who operate
on the 24-hour clock.

'SELECTING FLIGHTS AND PREPARING
A FLIGHT SCHEDULE

Refer to the trip planning form you prepared for Robin Wells to see what
flight reservations are needed for the trip. Write the names of the places
Robin will be flying from and to and the dates on the Flight Information form
shown below. (You will only need to use 3 lines of the form to record this
information.)

After you have written in the travel points and travel dates on the form,
select flights by referring to the Pan Am (Pan American Airways) flight schedule
shown on the next page. Choose the flights you think Robin Wells would prefer
and record the airline, flight number, departure time, and arrival time for each
flight on the Flight Information form.

FLIGI-IT INFORMATION

FROM: TO. AIRLINE RIGHT
NO.

DATE DEP
TIME

ARRIVAL
TIME

la_ye \-.\tAZ. Ct S ca... .,v.p....-. ....... 2-1 \ IT n ..mx

Iv

V tV5

4. 't, '.1
s( .5s 0

S."--- \/'..Y.,"", 4--.; 7 ""*.-In
r,l'i,,, ,%.34._ Cal

\Dn'-'` "'"..

2s,......,

2--.A"\LS_
".-1 0

Irklalfe-CI',0
Nal xp_Tso5>c 7 \ .... ,....._

MAKING HOTEL RESERVATIONS

You must make hotel reservations for Robin Wells in Puerto Rico and on
St. Thomas Island right away so that the type of hotel room your client uants
is available. Refer to your notes en the trip planning form to see which hotels
and what type of room Robin requested. Then complete the hotel reservation
requests forms on Simulation Pages 5 and 6 so that these forms can be mailed
today. The addresses for the Puerto Rico and the St. Thomas hotels are shown
below. Street addresses are not required for major hotels.

Address for hotel in Puerto Rico Address for hotel in St. Thomas

San Juan, Puerto Rico 00902 Charlotte Amalie, U. S.

Virgin Islands 00801
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Simulation Page 5

A correctly completed hotel
reservation form is shown

at the right.

Optional Discussion Topic

Ask students if they know
what it means to confirm a

reservation. Ask them why
they think the travel agen:,
asked to have the rooms
confirmed.

Vol, Settar., rpm .! tro.t .-

RE:M.1'41E1,10

TC1C.7,._. CIL)...,>.-0,JXA, \-\rata

,, ,,,. ..,
12234

FROM

UORLD-WIDE TRAVEL AGENCY. INC.
First national Tower Bldg.

Suite 201
Long Island City, U. Y. 11102

onno

S D.,. Vs ,,,,,., pi, . tz.t... \-4-C-te C OAP .D
(um (w,10 con

.....,

Hotel reservation requested for: V\ ON.....,,, \,..,6n.)...),.0-

..

(-rtAat '003..

Dear Sir:

He would like to request a .D........1,1.r room at a rate of S ...., .

1$.9140.,41.1

for our client(s) \-, lAt,NN '...,A ii o.

They will be arriving on --..\-,-,-L, VA and departing ,.. ._____17.

for atotal stay of 75 nights. Please confirn this reservation.

CC,..t., X.,,,S.1., NI 0.,..;.),

.

- - .

N17::PLY TA040 ***** .011 II,I 11.6.. V.011.1.=,--....^...........par......, - - - -p.l. 7.../1311.11=%. -z--..r..awrmer,....a-re-t,-... a. r...-=saer-Im..--pra,r--me

.
..

.. -. ...-

. ...

rtuvi I) e,...csillt
02Kyvart,t ,, 1( IA 4! i.. : NS :::10. I

-
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Simulation Page 6

A correctly completed hotel
reservation form is shown

at the right.

Clear.. tor a41. n
RCPLYNEMO

12234

Cow tL
N-(IVAL\ t.tl. S

(SMAU) Mn

FROM

WORLD-WIDE TRAVEL AGENCY, INC.
First National Tower Bldg.

Suite 201
Long Island City, U. Y. 11102

Hotel reservation requested for: 0 LOc-N-"- '04

Dear Sir:

We would like to request a
room at a rate of $ 0..3

is.,11./y..;.;

for our client(s)

They will be arriving on
and depar

for atotal stay of nightc. Please confirm this reservation.

,..ortr ,,,, .1.,t

es oft. ...... I

Ow.+41r^: II:01 L.:I ..n.c.ve V.
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Simulation Page 7

The purpose of the questions
on page 7 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these

to the characteristics needed to
succeed in the occupation
explored in this unit.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go
to explore the occupation
further. Also, work with
the business and office
resource teacher to develop
additional exploration
activities related to
this unit.

MILD I ENJOY BEING A TRAVEL AGENT?

1. All of the activities listed below might be performed by a travel agent.
Place a check mirk beside the things that you would enjoy doing;

Give information to people

Listen to customers describe
features they would like in
a trip
Answer phone. and make notes

----of conversations

Compose and type letters

Figure rates and discounts
for travel and lodging

2. Would you like to be a travel agent?

Yes No

Plan travel schedules

Writing checks to hotels and
tour companies

Speak to groups about spacial
trips

Look through schedules and time-
tables for information
Handle money and operate cash
register

3. Mat strengths do you have that could be used in this occupation?
(For ample: like to meet people, patient, etc./
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BACKGROUND INFORMATION ON TRAVEL AGENTS

Travel agents provide airline tickets and arrange for lodging and special
excursions for ..lustomers who come to the agent for travel arrangments. Thus,

travel agents work as a liaison between the customer and airlines, hotels,
tour companies, and so forth. Because the travel agent performs this liaison
function, most of the agent's time is spent communicating with people. For
example, after hearing a customer describe the type of trip he or she wants,
the travel agent may caZZ an airline to ree'rve a fl:ght, contact a hotel in
Europe to make room reservations, and then call the customer back to confirm
the arrangements.

These are some of the services which travel agents provide:

.Obtains travel and hotel accommodations for customers
Issues and validates tickets of airlines, buses, and trains
.Prepares itineraries (proposed route and plans for a trip)
.Compiles reports

.Figures rates and obtains confirmation of travel and lodging

.Keeps directory of hotels, motels, and timetables

.Offers descriptive literature (brochures, maps, etc.) of areas to visit,
entertainment, and what to see

.Answers inquiries about routes, fares and accommodations

.Prepares tours for groups

.Arranges for motor transportation for arriving and departing travelers

.Arranges for visas and other documents needed for foreign travel

.Gives travel presentations to groups interested in tours, or as a
promotional aid.

A successful travel agent needs the following skills, capabilities, and
education:

SKILL.° AND

CAPABILITIES:
.Good communication skills, both verbal and writing
.A pleasant manner on the telephone and in person
.Neat, attractive appearance
.Ability to listen and understand customer needs
.Patience and diplomacy
.Good basic math skills
.Ability to work under pressure and hectic atmosphere(due to seasonal

nature of business and transportation problems)
.Skill at remembering facts and details

EDUCATION:

.High school graduate; college training desirable (Helpful courses:
geography, business training, and public relations)

.0n-the-job training is main route to becoming a travel agent

Travel agents are usually paid on a salary basis; however, they sometimes
receive a commission, in addition to their salary, on aZZ bookings they make.
For information about the salary of travel agents in your locale, check the em-
ployment want ads in a daily newspaper or contact your state employment agency.
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UNIT 15 .

WORKING AS A TRAVEL AGENT

Today, you are going to work as a travel
agent for the World-Wid6 Travel Agency which
is located in Long Island City, New York.

Your main duties as a travel agent are to
listen as your clients describe the trips they
want you to plan for them; give clients infor-
mation about tours, hotels, and rates; and make
travel arrangements for them.

You must listen very carefully to your
clients so that you can arrange the type of
trip they want. If you do not listen carefully,
you may fail to do what your clients request.
For example, you might make reservations at
a certain hotel when the clients said they wanted
to stay in another, or you might reserve an
&pensive room when they had asked you to re-
serve an inexpensive room. Also, if you do not

listen carefully and take complete notes, you
might reserve flights on the wrong days. If

you make mistakes like these, your clients will
go to another travel agent the next time they
plan a trip.

* * *

Today, you will take notes as one of your
clients, Robin Wells, describes an upcoming
trip you will arrange. You will then use your
notes to prepare a flight schedule and to re-
quest hotel reservations for the client.

Remember, good listening and comprehension
skills will be very important to you as you
begin your work as a travel agent.
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4)
SELECTING FLIGHTS AND PREPARING

A FLIGHT SCHEDULE

Refer to the trip planning form you prepared for Robin Wells to see what
flight reservations are needed for the trip. Write the names of the places
Robin will be flying from and to and the dates on the Flight Information form
shown below. (You will only need to use 3 lines of the form to record this
information.)

After you have written in the travel points and travel dates on the form,
select flights by referring to the Pan Am (Pan American Airways) flight schedule
shown on the next page. Choose the flights you think Robin Wells would prefer
and record the airline, flight number, departure time, and arrival time for each
flight on the Flight Information form.

FLIGHT INFORMATION

FROM: TO: AIRLINE FLIGHT
NO.

DATE DEP.
TIME

ARRIVAL
TIME

MAKING HOTEL RESERVATIONS

You must make hotel reservations for Robin Wells in Puerto Rico and on
St. Thomas Island right away so that the type of hotel room your client wants

is available. Refer to your notes on the trip planning form to see which hotels
and what type of room Robin requested. Then complete the hotel reservation
requests forms on Simulation Pages 5 and 6 so that these forms can be mailed
today. The addresses for the Puerto Rico and the St. Thomas hotels are shown

below. Street addresses are not required for major hotels.

Address for hotel in Puerto Rico Address for hotel in St. Thomas

San Juan, Puerto Rico 00902 Charlotte Amalie, U. S.

Virgin Islands 00801
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PAN AM TIMETABLE

To find desired servicethe schedules are shown in Quick Reference form alphabetically. Go to the
City that your trip originates from then all destinations are listed alphabetically.
The Quick Reference listing gives the frequency of service, time of departure and arrival, the flight
number, corinection city Of any), type of aircraft and class of service.

Classes of Service: Ffirst Class; 19Economy Class; KThrift Class; NNight.

The 24 -Hour Clock Is Used in
This Time Table ----->

Times shown between 0:01 (1 minute after midnight) and

12:00 (noon) are A.M. times. Times shown from 12:01

to 24:00 are P.M. times. To convert P.M. times to 12.hour

clock, subtract 12 hours.

Roomy Limo Mho Fir Ni. 344
Coo:Ong

cti Nene oei

mom
NEW YORK TO

11010E I* Th 1750 1305 +1 14 4 707 FY

Dotty 2000 0110+1 110 0 707 FY

poly 2045 1215+1. 114 1 747 FY

ST. CROIX W.Th MO 1250 261 1 727 FY

Doty 1150 1610 265 1 727 FY

ST. THOMAS WoTh 0130 115$ 261 0 727 FY

Doty 1150 1515 265 0 727 FY

SAN JOSE SA, 1125 1825 541 2 707 FY

MoThFrSs 1300 1825 50 1 707 FY

SAN JUAN Duly 0700 1220 213 1 747 FIL

Duly 1015 1345 271 0 747 RC

SuSa 1230 1600 293 0 74T FIC

MoTuFr 1230 1600 233 0 707 . RC

Daly 2330 0303+1 299 0 707 10604

SAN SALVADOR 0 Su% 1125 1745 541/503 2 GUATEMALA CITY 707 FY

MoThFrSa 1X0 1745 541/503 1 GUATEMALA CITY 707 FY

SANTO DOMINGO 0 SuFrSo . 0900 1130 733 0 747 FY

MoTuWoTh WOO 1130 233 0 707 FY

PROM

SAN JUAN TO:

PANAMA CITY Tu 01100 2010 456/565 1 MOM 727/707 FY
Tu 1200 2305 452/503 5 MIAMI 707 FY

SuMoFrSa 1515 2010 462/515 1 MIAMI 727/707 FY

PHILADELPHIA W.Th 1730 2110 214 0 747 IX

POINTE A PftRE W. 1355 1455 241 0 707 IX

PORT AU PRINCE Doty 0730 0835 44 1 707 FY

PORT OF SPAIN SuTh 1445 1615 271 0 727 FY

Sum 1455 1750 49 1 727 FY

RIO DIE JANEIRO Su 1155 0105 +1 241/443 1 COMAS 707 FY
R 1355 0910 +1 241/515 2 CARACAS 707 FY

ROME'* Su% 1840 1150 +1 254 2 797 FY

ST. CROIX 'DO/ 1630 1750 451 t 127 FY

ST. THOMAS Dal 16301E65 461 0 727 FY

SANTO DOMINGO 0 Daly 0730 0720 436 0 707 FY

SAO PAULO Su 1355 0305 +1 241/443 2 coucAs 707 FY
R 1355 0720 +1 .241/515 1 CARACAS 707 FY

VIIIINA 011ik TuSI 134 1115 +1 29242 3 NEW YCRX 747/707 FY

wusteorom Su 1103 0030+1 255/444 1 WM 7211707 FY

ATT;;rntiralit (GMT 4)
MIAMI

NOW YORK Daly
CO/

1230 1740 452 2 727 FY

1550 2055
1720 2235

270
262

1

1

727 FY
727 FY

46T. CROIX 1230 1250
140 1610
2730 1150

442
210
242

0
0
0

727 FY
127 ..........LIY

727 FYor

252

Simulation Page 4

rs. "'"",l
k .4 .3.^...)



rnnr, vmn: n PINK CO?Mu NITAI.T. vinm ::or

REPLY-MEMO
.

TO

wit.... n.: REetntht..1 .W MI H.I.Y.,.

122 3 4

FROM

WORLD-WIDE TRAVEL AGENCY, INC.
First National Tower Bldg.

Suite 201
Long Island City, N. Y. 11102

(wn)

(CM) (STATE) (z1')

:.1)/fl.'CT

Hotel reservation requested for:

wto

Dear Sir:

We would like to request

for our client(s)

a room at a rate of $ ,

I

(Single/Double)

.

They will be arriving on and departing

for a total stay of nights. Please confirm this reservation.

SIGNEDOW.154 ICM4,0NICIT WRITE IMLCIW TM5 LINE
_ . _ Remy TO --),

WAIL Y

.

.

,

war stcran

SENO PA/ITS I AND 3 INTACTP.17T I WILL DE FILTUIMill WITH ItEPLY

.7----
EM da US

.. ... -
MUM TO ORIGINATOR

ORIGINATOR DETACH AND FILE Fok FOLLOW UP
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f.:::10 WIIITZ LI PIWC co.*IES lel fACT. viturr. cciwt

REPLY -MEMO

TO

WILL nr. rIktORNEO.WITil It.'..LY.

12 23

FROM

WORLD-WIDE TRAVEL AGENCY, INC.
First National Tower Bldg.

Suite 201
Long Island City, N. Y. 11102

(IIOTFL)

(CITY) (STATE) (ZIP)

SUOJECT

Hotel reservation requested for:

act,,

Dear Sir:

We would like to request

for our client(s)

a room at a rate of $ ,

(Single/Double)

.

They will be arriving on and departing ,

for a total stay of nights. Please confirm this reservation.

SIG/44.0ONNIINA TON-DO NOT WHITE Dr LOW THIS LINE
TMPLY TO )

4LPLY

A re SIGNkO

sew, PANTi I Mill 3 INTACT-PANT I WILL 114. itcrumian WITH OLNEY

1:A.* ;Si NS

ItSTURN TO ORIGINATO1

ORIGINATOR DETACI AND FILE FOR 7OLLOW UP
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WOULD I ENJOY BEING A TRAVEL AGENT?

1 All of the activities listed below might be performed by a travel agent.
Place a check mark beside the things that you would enjoy doing:

Give information to people

Listen to customers describe
features they would like in
a trip

Answer phonD and make notes
of conversations

Compose and type letters

Figure rates and discounts
for travel and lodging

2. Would you like to be a travel agent?

Yes No

Plan travel schedules

Writing checks to hotels and
tour companies

Speak to groups about special
trips

Look through schedules and time-
tables for information
Handle money and operate cash
register

3. What strengths do you have that could be used in this occupation?
(For example: like to meet people, patient, etc.)
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PURPOSE

UNIT 16

How AN ADVERTISING LAYOUT PERSON

FOLLOWS DIRECTIONS ON THE JOB AT

A NEWSPAPER PUBLISHING COMPANY

The purpose of this unit is to give students experience in listening to

and following directions while acquainting them with the career of an advertising

layout person.

MAJOR ACTIVITY

The major activity of this unit is a simulation of work performed by an

advertising layout person. In the simulation, students must listen to and

follow directions in laying out and composing advertisements. The suggested

procedures for administering the simulation are as follows:

Before class begins:

1. Duplicate enough copies of the simulation packet (white sheets at the end

of this unit) to provide each student with a copy.

2. Read "Background Information on An Advertising Layout Person" on page 267.

3. Secure scissors and paste or scotch tape for student use. Two or three

students can share scissors and paste during the simulation exercise.

During class:

1. Distribute the simulation packets, reading and discussing the first page

with students.

2. Ask students to look at Simulation Pages 2 and 3. Explain that page 2

contains all the artwork and lettering needed to prepare an advertisement

for a sale at "The Sutler," a clothing store for men. Tell them they are

to cut out these parts and follow your instructions in arranging and pasting

them onto page 3. The spacific directions you are to give to students are

shown on the next page.
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I

The #3 item should be placed directly beneath the words "to School and Gifts ".

Next, draw a solid black line across the advertisement beneath the words

"Master Charge Bank Americard."

Center item #6 in the blank space you have left at the bottom of the

advertisement.

After you have the ad arranged according to these instructions, please

show it to me for proofing.

End of Section 2

3. Have students turn to Simulation Page 4. This page contains only the

art work for a newspaper advertisement. Tell students they are to write

and design an advertisement for a restaurant. They are to create an

ad using any or all of the following information which you should give

to them orally.

The restaurant will cater to high school and college students.

The restaurant will be open from 11 a.m. until 11 p.m. daily.

The restaurant will serve both Mexican and American food at

a modest price.

When you have given students the above information orally, ask them to

use the illustration on Simulation Page 4 in designing an entire ad-

vertisement for the new restaurant. Explain that this includes choosing

a name for the restaurant, writing an advertisement to accompany the

picture, and arranging the complete ad attractively on the page.

4. When students have finished the unit activities, have them display

their ads and review each student's work to see whether the ads were

prepared in accordance with the oral instructions.

5. When the ads have been checked and discussed, have students turn to the

last page of the unit to answer and discuss the "Would I Like This Type

Job?" questions.

6. If time permits, use one or more of the topics or activities listed

under Optional Activities to conclude the unit.

257



OPTIONAL ACTIVITIES

14Fact or Opinion--Each day we are bombarded with advertisements claiming
a product works faster, cleans better, smells more pleasing, etc. In

order to determine whether the claims are based upon facts or upon manu-
facturer's biased representations, a consumer must listen closely to the

words and slogans in the advertisements.

This exercise gives students a chance to read manufacturer's
slogans and claims and decide whether they are based on fact or biased

opinion.

Procedures:

1. Duplicate a copy of "Fact or Opinion" for every student in the

class.
2. After handing out the sheet, explain to the students that they

are to read each slogan and label it as fact or opinion.

3. When students have completed the game, go over the slogans and
discuss why students decided the ad was either fact or opinion. (A

suggested key is given below.)

Rates go up after 5 p.m
on Sundays

A visual demonstration
proves that in this example,
at least, Chiffon performs as
promised.

Answer is debatable. What i4
the consensus of the students.

There may be some TV service
technicians who say this, but
there was no survey resulting
in actual facts to back up
this statement.

FACT OR OPINION

INSTRUCTIONS: Read each of the advertising slogans below and decide whether

the claims are based on facts or on opinion. After you decide whether the

claim is "fact" or "opinion," write the appropriate word in the blank space

at the left side.

Fact 1. TRUE CIGARETTES--"Tests conducted by the U.S. Govern-
ment for tar and nicotine show True lower in both tar
and nicotine than 98% of all other cigarettes sold."

Opinion
2. LYSOL--"Kills germs that cause odor."

Opinion 3. SIPHONSThe president of Simons states, "We promise
the Hide -a -Bed Sofa you buy today won't disappoint you

a year from now."

Fact 4. BELL TELEPHONE--Bill Russell says, "If you're in the
habit of calling long distance Sunday evening, you are
losing money."

Fact S. CHIFFON--"As you can see from this test between two
leading brands, Chiffon absorbs more and faster than

the leading brand."

Opin 6. ORANGE PLUS--"People say that it tastes closer toion
fresh-squeezed than the leading frozen orange Juice."

7. 5- MINUTE BODY SHAPER,-"I lost 13 pounds of excess
weight, 31/4 inches off my waist and shaped up in Just

14 days."

Fact 8. SUNSWEET PRUNE JUICE--"In a recent survey of Sunsweet
Prune Juice users, 74% said they drink it to help keep

regular."

Opinion 9. BUFFERIN--"Plain aspirin doesn't work as fast as

Bufferin. Twenty minutes after taking it, most of

plain aspirin is still in your stomach.

Opinion 10. ZENITH--"For the third straight year, TV service techni-
cians say Zenith needs fewest repairs."

Opingym 11. CHEVROLET IMPALA--"It runs leaner. it runs cleaner. It

saves you money every mile."

Fact 12. CREST--"Over 20 clinical studies have proven that Crest
reduces cavities an average of 29% better than the same
toothpaste without fluoride."

0021202 13. DuncAn HIKES - - "So moist it melts in your mouth."

Opinion

2

14. EARTH BORN SHAMPOO -- "New non-alkaline shampoorxttlym
difference you can see." 4...1 1.



2.4. What Do I Hear?--This exercise will give students practice in listening

411
to what is happening in the world around them. Ask students to list
all of the sounds they hear during a 2-minute time period; for example,
a bird singing outside the window, the noise of a train, the teacher's

voice, etc.

Discuss what sounds the students like and dislike and why. Also

discuss which sounds are most important and why.

3.4.Personality of Words--When a word is spoken, it comes to life. While

the written word is just black ink on white paper, the spoken word can
be supported with everything from speech inflections to facial expres-
sions and body language, all of which can give the word a special
meaning.

Say the word "oh" to denote the following meanings; having students
write down what each "oh" means to them.

1. You surprised me.
2. I made a mistake.
3. I'm bored.
4. I'm fascinated.

5. I understand.

Then have several students say each of the following statements
giving the same statement a different meaning each time by varying
their voices, facial expressions, etc.

Statement 1:
Statement 2:
Statement 3:

Statement 4:

I want you.
Look at that.
Let's leave this place.
She's a real gem.

FIELD TRIP:

. . . to a local newspaper publisher to observe the complete operation
and learn more about advertising careers, including the job of
advertising layout person.

. . . to any local business or manufacturing firm that has a graphic
advertising department to learn more about the work performed by
an advertising layout person.

(See Field Trip Guide in Appendix for field trip procedures.)
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I INTERVIEW:

. . . an advertising layout person from a newspaper publishing company.

. . . an advertising layout person from any local firm.

. . . an employee in any occupation that students are interested in
who is employed in the field of graphic advertising.

(See Interview Guide in Appendix for procedures on conducting a group
interview.)

ADDITIONAL OCCUPATIONS IN THE GRAPHIC ADVERTISING

INDUSTRY THAT STUDENTS MAY WISH TO EXPLORE:

Art Director
Illustrator
Paste-up Man
Industrial Designer
Free-lance Artist

Advertising Copywriter
Research Director
Mechanical Man
Advertising Manager
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FACT OR OPINION

INSTRUCTIONS: Read each of the advertising slogans below and decide whether
the claims are based on facts or on opinion. After you decide whether the
claim is "fact" or "opinion," write the appropriate word in the blank space
at the left side.

1. TRUE CIGARETTES--"Tests conducted by the U.S. Govern-
ment for tar and nicotine show True lower in both tar
and nicotine than 98% of all other cigarettes sold."

2. LYSOL--"Kills germs that cause odor."

3. SIMMONS--The president of Simmons states, "We promise
the Hide-a-Bed Sofa you buy today won't disappoint you
a year from now."

4. BELL TELEPHONE--Bill Russell says, "If you're in the
habit of calling long distance Sunday evening, you are
losing money."

5. CHIFFON--"As *Jou can see from this test between two
leading brands, Chiffon absorbs more and faster than
the leading brand."

6. ORANGE PLUS--"People say that it tastes closer to
fresh-squeezed than the leading frozen orange juice."

7. 5-MINUTE BODY SHAPER--"I lost 13 pounds of excess
weight, 3k inches off my waist and shaped up in just
14 days."

8. SUNSWEET PRUNE JUICE--"In a recent survey of Sunsweet
Prune Juice users, 74% said they drink it to help keep
regular."

9. BUFFERIN--"Plain aspirin doesn't work as fast as
Bufferin. Twenty minutes after taking it, most of
plain aspirin is still in your stomach.

10. ZENITH--"For the third straight year, TV service techni-
cians say Zenith needs fewest repairs."

11. CHEVROLET IMPALA--"It runs leaner. It runs cleaner. It

saves you money every mile."

12. CREST--"Over 20 clinical studies have proven that Crest
reduces cavities an average of 29% better than the same
toothpaste without fluoride."

13. DUNCAN HINES--"So moist it melts in your mouth."

14. EARTH BORN SHAMPOO--"New non-alkaline shampoo with a
difference you can see."
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UNIT 16

TEACHER'S KEY

Simulation Page 1

Go over page 1 of the simulation
activity with students.

a. Ask the students whether they are
acquainted with any people who
work in the advertising field.

b. If so,.ask students what types
of things these people do on the
job, as well as in what type or-
ganization they work.

In a discussion develop the idea that
advertising layout people must:

a. Use artistic ability to create
advertisements.

b. Be able to work under the pressure
of deadlines.

c. Enjoy supervising and directing
the work of other people.

262
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lbe m PINERTISM LATIN Mal Rums
DUSICTICIE cei 7/E JOB FCR A IERSPAPER PUDLISKR

Today you will have a Job As An advertising layoutperson for a news-
POW' publisher. During the day you will:

1. Liston to oral instructions
before laying out an
advertisement

2. Design and write An
advertlawant

(Simulation Page 1)
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Simulation Pages 2 and 3: Procedures

(1) Explain to students that they are working as advertising layout
persons and that you are acting as their supervisor as they pre-
pare an advertisement.

(2) Tell students that they will be cutting out the artwork and
lettering (Simulation Page 2), and then arranging and pasting the
parts on Page 3 according to your oral directions. (If you are
unable to obtain scissors and glue for student use, you may want
them to draw and print the advertisement on the design sheet.)

(3) Read aloud the two sections of dialogue shown below. Read Section 1

all the way through before allowing students to begin work. When

they have completed the instructions given-in Section 1, read Sec-
tion 2 all the way through and then have students follow those
instructions.

SECTION 1

Read to students:

I've been working with Joe Barnes, the sales manager of "The Sutler,"

about an advertisement for their sale. I've got to run to another meeting

in 5 minutes, so I've got to leave it up to you to get this ad finished and

in tonight's newspaper. You can paste up the ad the way Joe wants it arranged.

Joe was very specific about the way he wants the ad to Zook. He said to

arrange it like this:

(Hold up Simulation Page 3 as you read the next paragraph.)

First, draw another frame inside the frame already drawn on the design

sheet. The frame you draw should be Z/2 inch smaller than the outside frame.

Then, cut out all of the names shown under #4 and paste them around the

border between the two frames. One of the two "Famous Brand Names" headings

should go at the top of the ad and the other at the bottom. All the other

words or labels will fit into the space along the side borders.

SECTION 2

Read to students when they complete work described in Section 1:

The information under #2 should be placed at the top of the ad, just

inside the inner frame.

Directly under the words "Thurs., Fri., and Sat.--ONLY," place the word

"Sweaters" and the description and drawing that go with it. Place the #5 item

beneath the sweater section.

continued on next page
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Simulation Pages 2 & 3

When this activity is completed,
have students compare and review
each other's work to see whether
the ads were prepared in accordance
with the oral instructions.

A sample of a correctly completed
advertisement is shown at the
right.

Ask students which part of the
oral instructions they had the
most difficulty in following.
Stress the importance of paying
close attention to what is being
said so a job will be carried
out accurately.

Optional Discussion Topic

Ask students to name some adver-
tisements that they like. Ask
the students what it is about these

III
ads that appeals to them.
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Simulation Page 4

An example of how the advertisement
for the restaurant might look is

shown at the right.

Have students display their ads and
vote to select the one that has the
best design and most catchy wording.
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S
Simulation Page 5

The purpose of the questions
on page 5 of the simulation
is to encourage students to
examine their own abilities and
personality and compare these
to the characteristics needed to
succeed in the occupation
explored in this simulation.

Encourage students to talk
about their own likes and
dislikes and about the things
they think they would like
and dislike about this
occupation.

Work with the business and
office resource teacher to
identify resources to which
students who are interested
in this occupation can go
to explore the occupation further.
Also, work with the business and
office resource teacher to develop
additional exploration activities
related to this unit.

WOULD I LIKE THIS TYPE JOB?

1. Place a checkmark beside the things listed below that you would enjoy
doing.

Select appropriate pictures
for an advertisement

Creating ideas for ads

Drawing lettering for an ad

Convincing clients to accept
your ad design

Supervising people

Asking other people to draw
your ideas on paper

Rejecting artist's illustra-
tions or photos that are not
what you want

Meeting deadlines

Handling customer's complaints
and solving problems

All of the above are activities that an advertising layout person might
perform.

2. Mould you like to be an advertising layout person?

3. What strengths do you have that would help you get along in this occupation
(For example, like to work with people.)

4. Advertising people are employed by nearly every type of business. If
you worked in the field of advertising, what type of business would
you most like to work for?
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BACKGROUND INFORMATION ON
ADVERTISING LAYOUT PERSON

The antwonk appearing in nempapertz and magazines cd Wen created by

a team oS come/Laze antiztz. One membeA oS this team ..66 the adveAtizing

Layout peAzon, who uzuatey zupenvizez a ztaiiii ,iteuz.tnatonz, tettenez

and pazte-up people ad they tam out a iiirazhed advent semen.

The advent-Laing Layout peAzon peASoAmz the Sottowing activitiez on

zupenvizez the othenz who peA604M theze activitiez:

-13anz diSSeAent paA,tz oS an adventizement

design plan to antiztz, tette/Lenz, and

paae-up people

.Setectz anti ztiz Utuzaationz on pietuAtz Son adz

Determined cam and design Son ad

Reliinez ad according to curtomeniz wizhez

Created antwoAk and concept oS pAomotionat itemz

To be zuccezzliut and receive pumotionz, the adveAtiz.img Layout pennon

zhoutd posse the Sottowing zfaitz and knowtedgez:

.Antztic ability

.Imagination, cneativenezz

-A6Ltity to zeit ideaz ad we ad Simizhed woAk to etZentz

.Rezponzibte a meeting deadtinez

Abte to expnezz ideaz eteatty

Enjoys ovetzeeing other peoptelz work

. Famitiat with the 6ine antzpainting, zcutptune, anckitectune

The molt widely accepted ttaining Son commeAciat ant can be obtained room

an ant inztitute on zchoot. To enter ant zchoot, a high zchoot educaton is

usually AequiAed. Training in commeAciat ant inctudez such Aubject4 ad ant

Sundamentatz, drawing, tettening, 4:tturtAaaon and otheA geneAat couAzez such

ad Engt.Lzh and hatony. Beginn,i.ng commeAciat aAtatz u.suatty need zome on-

the-job .training beSou they can quatiSy Son otheA than ztnictey noutine wank.

Most commeAciat aAtiztz ate zataAied emptoyeez Son an adveAtaing agency,

ztudio, pubticationz 6inm, etc., in a big city. Fon inSoAmati.on on eanningz

an advertising Layout pennon on commeAciat antUt in your town, conzutt

the emptoymeht want adz oS your Local nempapen.
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UNIT 16

How AN ADVERTISING LAYOUT PERSON FOLLOWS

DIRECTIONS ON THE JOB FOR A NEWSPAPER PUBLISHER

Today you will have a job as an advertising layOut person for a news-
paper publisher. During the day you will:

1. Listen to oral instructions
before laying out an
advertisement

. .

2. Design and write an
advertisement
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ARTWORK AND LETTERING FOR "SUTLER" ADVERTISEMENT

SWiiitart

Entire fit lock!
Crovissek, V-
Neck, Turtle
Neck, cardigans
and pullovers,
sleeve and
sleeveless
styles, patterns,
solids, and
Fancy 'Weaves. .

amous Brand Names 01513

Famous Brand Names + admen

Vrelin011e
b BROOKFIELD

ft
CAM

InioWaverine
FARAH° a

Sale 20% OFF
Thurs., Fri. & Sat.ONLY

THE SUTLER
3E5 S. Odhle - artery him

Aka, Mies, Wed, and Sat 9:30 - 9:00
Thum and Fri. 9:00 to 9;00

Master Charge Bank Ainericard
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DESIGN SHEET
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CREATING A NEWSPAPER ADVERTISEMENT
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WOULD I LIKE THIS TYPE JOB?

1. Place a checkmark beside the things listed below that you would enjoy

doing.

Select appropriate pictures Asking other people to draw

for an advertisement your ideas on paper

Creating ideas for ads Rejecting artist's illustra-
tions or photos that are not

Drawing lettering for an ad what you want

Convincing clients to accept Meeting deadlines
your ad design

Handling customer's complaints
Supervising people and solving problems

All of the above are activities that an advertising layout person might
perform.

2. Would you like to be an advertising layout person?

3. What strengths do you have that would help you get along in this occupation?
(For example, like to work with people.)

4. Advertising people are employed by nearly every type of business. If

you worked in the field of advertising, what type of business would
you most like to work for?
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UNIT 17

HOW A MANAGER'S CHARACTER IN-

FLUENCES THE SUCCESS OF A BUSINESS

PURPOSE

This unit deals with the career of a manager in a manufacturing concern
and the character traits that cause his successes and failures. The unit is

designed to help students understand:
.the character traits that are revealed by the actions of the manager
.the effects of the manager's character on the employees of the
company
.duties of a manufacturing manager
.the importance of a manager's understanding of character

PROCEDURES

1. Distribute the article ("A. Fracus"), end-of-article questions, and glos-
sary of terms (the white sheets).

2. Have the students read the article and answer the questions that follow it.
Explain to students that they should refer to the glossary every time they
come upon a word they don't know. If the word is not in the glossary, they
should refer to a dictionary.

3. While the students complete the assignment:
a. review the story;
b. review the questions at the end of the article and the sample answers

to those questions;
c. read the sheet entitled "Background Information on Managers";
d. review the discussion guide.

4. Discuss the students' answers to the end-of-article questions.

5. Discuss the managerial occupation by using the discussion guide on the

following page.
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DISCUSSION GUIDE

1. What is a manager?

a. One who accomplishes tasks through the efforts

of others.

b. One who makes the decisions to be carried out

by others.

2. Have any of you been managers?

Many students, through activities in clubs, class

projects, and athletics, have taken on managerial

responsibilities.

3. Do you know anyone who is a manager?

Try to draw upon the students' personal experiences
in their homes and communities.

4. What kind of training is needed to become a manager?

Expand on managers discussed in Question #3.
Also discuss: a) college training, b) working

your way up, and c) special programs offered

by the company.

5. How is the understanding of character important in being a good manager?

A manager must deal effectively with people if he is

to be successful. He must know which employees will

perform well. An understanding of character is essen-

tial if this is to be done.

1. Assign one or more students a managerial task--such as keeping the class-

room clean and neat, planning and managing field trips, managing class

projects, and so forth. Have the assigned students develop a plan to

accomplish the assigned tasks. Remember, the managerial function neces-

sarily means that they will have to set policies and oversee the efforts

of others.

2. Have each student write a paragraph on why they think they would or would

not make a good manager. Discuss the paragraphs in small groups or as a

class. See if the class members agree or disagree with the self-assessment

of their classmates.

3. Invite a manager to the classroom for an interview. (See Interview Guide-

lines: Appendix C.)
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STUDENT QUESTIONS

(Sample Answers)

1. What were the character traits that

ful?

He was ambitious, intelligent,
solving problems.

2. What does the coffee cup episode tell us about Mr. Russell's character?

He was inconsiderate of others, needed to show his power,

was deceptive and egotistical.

3. What does Mr. Russell's drinking problem tell us about his character?

helped Mr. Russell to become success-

sensitive, and decisive in

He was not a happy person, the alcohol made it easier
for him to deal with situations, and alcohol deadened
his sense of self-criticism.

4. How did Mr. Russell's character affect the employees?

They were afraid of him. Some quit while others took

early retirement. They became insecure, developed
ulcers, and had nervous breakdowns.

5. Do you think Mr. Russell's character changed during the story? If you

think it did, explain how it changed. If you do not think it changed,

explain why you think it did not.

Yes, it did change:

Mr. Russell was at one time sensitive to others, but

he Zost his sensitivity. He at one time worked hard
for the company, but at the end of the story he didn't
seem to care what happened to the company.

No, it did not change:

I The same character traits that were the cause of his
success were also the cause of his failure. He was

too ambitious for his own good.

6. What do you think will become of Mr. Russell?

Let students draw their own conclusions.
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BACKGROUND INFORMATION ON MANAGERS

The success or failure of any enterprise depends heavily on the way
managers do their job. More than 6 million salaried workers were employed
in Z970 to manage the nation's business enterprises. An additional 2.2
million workers managed aZZ or part of their own businesses. Salaried busi-
ness managers, 9ne of the fastest growing occupational groups in the country,
increased nearly four times as fast as aZZ workers between 1960 and 1970.

Main tasks:

To direct the efforts of other employeee in achieving the goats of the
business
To make decisions about the business
To set the policy of the business

Examples of managerial Jobs:
. Grocery store operator

Principal or superintendent of a school
Construction foreman
Business owners
President of a company

Skills and capabilities required:
Communicates needs and wants to personnel clearly and tactfully
Deals with people effectively, delegates authority and exerts consis-
tent leadership

. is decisive
Has good working knowledge of company Potations and policies, as well
as basic overall understanding of economics, accounting, human relations,

finance, etc. (Degree in Business Administration, or related field, is

often required.)

Training: ,

. Increasing emphasis on college preparation

. Training by beginning at the first entry-level position in an organiza-
tion and "working up through the ranks" (promotional opportunities of
this type rather limited)

. Company-sponsored management training program

. Successful work experience in related fields.; e.g., sales and account-

ing

276



__reprinted from THE .WALLSTREET JOURNAL...
Issue of October 17, 1972

THE FALL

THE RISE

.Ir

Instructions: Read the Ottowing 4toty

by Witt am M. Caktey.

A. FRACUS

The Arizona resort was swank. And the even-

ing reception--the final event in a three-day
business and social outing held each year by
Smith Paper Company - -was gala.

The party had begun with cocktails. Then the
assemblage of about 200 people moved from the
cocktail suite to the dining room. The guests had

barely sat down when Peter Russell, Smith Paper's
president, rose from his seat at the head table.
He was 42 years old, six feet tall, blonde and
ruggedly handsome.

And he was drunk.
Just able to hang onto the podium, Mr. Rus-

sell launched into an hour of rambling and inco-
herent statements. "It was horrible," says a
Smith Paper distributor who was there. "He was

just slobbering all over the place and embarrass-
ing people. My wife kept saying,"Why don't they
take that man out of here?"

Also seated at the head table was Walter
Louis, Smith's aging chairman and chief executive
His face white and his lips drawn, Mr. Louis re-
peatedly leaned toward Mr. Russell and asked him

to sit down--to no avail. The next week, Mr.

Louis and Smith Paper's directors fired Peter
Russell.

The saddest part of Peter Russell's saga is
that he was a brilliant corporate executive. His

climb to the top of Smith Paper was possible be-
cause of hard work and sound decisions. In the

final analysis, it was not his business talent
that led to his downfall. It was the public dis-
play of indescretions and the fact that this Os
play had begun to hurt the business of Smith
Paper Company.

In the beginning of Mr. Russell's career
with Smith Paper, there was no hint of the ulti-
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WEAKNESSES SHOW

mate sordid conclusion. Smith was his first

employer; Mr. Russell had completed two years
of college, but he decided to go to work rather
than continue his education. The year was 1949,

and Mr. Russell joined the Midwest-based paper
manufacturer as a member of its marketing de-
partment.

Peter Russell quickly gained a reputation
as a hard worker. One promotion followed anoth-
er, and before long he was named assistant mar-
keting manager. At this point, he caught the
eye of Mr. Louis, who was then executive vice
president and who had recently been brought into
the company to be groomed for the presidency.

"I was looking around for a hungry, aggres-
sive, bright young man and there weren't very
many such fellows," Mr. Louis recalls.

Mr. Russell was made Mr. Louis' personal
assistant, the beginning of a rapid rise through
the ranks: executive assistant, assistant vice
president, vice president, senior vice president.
Then, when Mr. Louis was named chairman, Mr.
Russell was elected to the presidency and a di-

rectorship.
"It was as if old man Louis had put a hook

through Peter's collar and just pulled him right
up through the company with him," a Smith Paper
officer recalls.

Not that Mr. Russell didn't merit his ad-
vancement. "He knew how to get to the guts of a
problem fast and then make decisions," a Smith
vice president says. "You didn't have to wait
around for a committee meeting--you could go in-
to his office, and get a yes or a no."

In the beginning, Mr. Russell also had a
talent for handling people. "He could be ex-

tremely considerate," a co-worker says. "When

we were abolishing the janitorial department in

favor of contracted services, we had to demote
the department head...This guy was only making
$8,000 a year, but he was an old long-time em-
ployee, and Peter--he was vice president then- -
walked his office floor till late at night, try-
ing to phrase the announcement so as to protect
this guy's sensibilities."

Most importantly, Peter Russell knew his
business. "If you wanted to find out about the
production problem in the west wing of the plant,
Peter was the guy at a board meeting who had the
facts at his fingertips," says one of Smith's
outside directors.

But even as Mr. Russell was rising through
Smith's ranks, certain personal weaknesses began
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THE COFFEE CUP EPISODE

THE OTHER EMPLOYEES

Ito surface. He was egotistical and had rapidly
begun to offend subordinates and superiors a-
like. "He was a name dropper, he'd continually
let people know how much responsibility he was
carrying. He was just a complete egocentric.
It was always me, me, me," says a former attor-
ney for Smith Paper.

The attorney adds: At first, people
laughed at him, but by the time he was named
senior vice president, they began laughing at
his jokes."

They were laughing on the outside only.
Perhaps because of his egotism, Mr. Russell in-
sisted that his orders be obeyed down to the
last detail; and his manner in enforcing his
dictates struck terror in the hearts of his un-
derlings. "It was a regular spy system," says
the Smith public-relations man. "Nothing could

happen in that company without his finding out
about it."

A case in point was the "coffee cup epi-
sode." According to Smith employees, Mr. Russ-
ell, then senior vice president, decided to rig-
idly enforce an old but much disregarded office
rule prohibiting coffee breaks. But after he
let this be known, someone told him that a sec-
retary had gone out to fetch coffee for several
office workers. Infuriated, Mr. Russell en-
countered the girl in Smith's lobby as she came
in with the coffee, and without saying a word,
silently followed her around the office as she
distributed the cups.

"The girl and the people who got the coffee
were just trembling by the time it was over,"
one secretary says.

A rule, after all, is a rule, unpopular as
it may be. And it wasn't so much the enforce-
ment of the no-coffee break fiat as the way it
was enforced that grated on Mr. Russell's asoci-
ates. Such was also the case when Mr. Russell,
newly appointed Smith's president, retained the
services of an outside consulting firm to deter-
mine his employee's efficiency.

Gone were the days of walking the floors
over a janitorial employee's demotion. At the
consultant's recommendation, former associates
say, Mr. Russell began to ruthlessly abolish
some jobs, to change and to switch workers from
one department to another. "Peter was an ego-

maniac about this," one worker recalls.
Some Smith workers began quitting the com-

pany, others took early retirement, and among
those who stayed, an unusual number developed
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ulcers or had nervous breakdowns, a former com-
pany doctor said. There was even talk of an
attempted suicide. "This thing really destroyed

lives," the doctor says.
As a result of the chaos, production began

lagging. And because Smith's distributors
couldn't get orders filled promptly, the com-
pany's sales growth first slowed and then stop-
ped. The pressure on Mr. Russell mounted rapid-
ly. So did his drinking.

At a New York City paper-industry seminar
held during this period, Mr. Russell had too
many martinis during the lunch break. "By the
time he started eating, he couldn't handle his
food," an officer from another paper company
says. "He was dropping things and making a
mess."

The next week, Mr. Russell again overindulg-
ed, and while driving on an expressway one night,
he smashed his car into a concrete abutment.
"The car was a total wreck," a friend says, "But
miraculously Peter stepped out unhurt."

As Mr. Russell's extracurricular behavior
was going from bad to worse, why didn't Smith's
other officers step in?

The former Smith attorney explains: "No-

body but old man Louis could have brought Peter
up short--he was too big and too important for
anyone else to take on. And Louis never seemed
to want to see what was going on."

It now seems evident that the chairman of
Smith Paper didn't want to see what was going on.
"Mr. Louis had put his arm around Peter's
shoulder and said, 'You're my boy'," says one
Smith distributor. "And he was. He was the
fair-haired boy in the company, and he could do
no wrong."

Mr. Louis, whatever the reason, was long
blind to his subordinate's failings. In any

case, Mr. Louis, who retired as Smith Paper's
chairman and chief executive a few months after
.Mr. Russell's departure, is a man whose faith is
said to have been shattered. "He just isn't the

same any more," a friend says. "His spirit was

broken by this thing."
As for Mr. Russell, he is now running a

much smaller company on the West Coast. Some

people say he has changed his ways. Some say he

hasn't.
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QUESTIONS

Please answer the following:

1. What were the character traits that helped Mr. Russell to become

successful?

2. What does the coffee cup episode tell us about Mr. Russell's character?

3. What does Mr. Russell's drinking problem tell us about his character?

4. How did Mr. Russell's character affect the employees?

5. Do you think Mr. Russell's character changed during the story? If you

think it did, explain how it changed. If you do not think it changed,

explain why you think it did not.

6. What do you think will become of Mr. Russell?
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GLOSSARY

1. Abutment: a ztAuctute that hotd4 the might o6 an arch on Midge

2. Assemblage: a cottection peopte

3. Avail: use, benefiit

4. Chaos: total dizonden on confiusion

5. Demotion: to towen .in /Lank-

6. Eclipse: a fiatting into dankness; a decLLne

7. Egocentric: zetii centeted

8. Egomaniac: very zetiiizh

9. Egotism: excezzive concern with one's zetii

10. Episode: one event in the course ofi a continuous expekience

11. Fiat: an widen on decree

12. Gala: a fieztive on joyous cetebnation

13. Grated: to imitate tike a nazping noise

14. Incoherent: unable to expnezz one's thoughts in an ondenty manna

15. Indiscretion: an unwze act on nematk

16. Infuriated: to enrage

17. Merit: to eau, deserve, warrant

18. Phrase: a sequence words intended to have meaning

19. Podium: an elevated ptatlionm lion a tectukek

20. Saga: a tong henoic nannative

21. Sensibilities: the abitity to fieet on penceive

22. Sordid:metched, depuzzing

23. Subordinate: a pennon ofi a tower /tank

24. Suite: a zetiez ofi connecting noomz used as a tiving unit

25. Swank: fia4hionabte on elegant

r."
....1%)
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UNIT 18

THE PART MOTIVATION PLAYS IN

SERVING A BANKING CUSTOMER

PURPOSE

The article in this unit tells about a banker who braves many hard-
ships in order to bring banking services to isolated communities in north-
ern Canada. The unit is designed to help the student understand:

.the motivating forces that underly the banker's - willingness to

serve the isolated communities
.the motivating forces that underly the bank's willingness to serve

the isolated communities
.the duties of a banker
.the role motivation plays in providing business services

PROCEDURES

1. Distribute the article ("Blizzards and Delays Are All in a Days Work"),

end-of-article questions, and glossary of terms (the white sheets).

2. Have the students read the article and answer the questions that follow

it. Explain to students that they should refer to the glossary every

time they come upon a word they don't know. If the word is not in the

glossary, they should refer to a dictionary.

3. While the students complete the assignment:

a. review the story;

b. review the questions at the end of the article and the sample answers

to those questions;
c. read the sheet entitled "Background Information on Bankers";

d. review the discussion guide.

4. Discuss the students' answers to the end-of-article questions.

5. Discuss the managerial occupation by using the discussion guide on the

following page.
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S
DISCUSSION GUIDE

1. What kinds of business transactions, if any, do you have with banks?

a. Deposit money in a savings account.

b. DeposZt money in a checking account.

c. Withdtaw money.

2. What kind of jobs are available at banks?

Mutty ceekks, teteeks, bank olgicens, and accountants.

3. Do you know anyone who works in a bank?

a. What do they do?

b. What hours do they work?

c. What kind os tnaining do .they need?

4. Who would like to work in a bank? Who would not like to work in a

bank?

pli4at61, the reasons lion and against.

5. What must you do in order to prepare yourself for a banking career?

a. My to get a pakt-time on summer job at a bank to zee is you

Zike it.

b. Devetop the neceszaky shifts by taking the accounting and business

management cta44e4 in high 4choo.e.

c. Ptepake Son cottege. (An investigation into the ptepaitation

needed in the banking industky wowed be a vatuabZe puject don

.interested students.)

6. Why is the understanding of motivation valuable to bank officers?

a. It keeps bankers pi/Lope/ay cake eon the money soli others by keeping

them undeutand the .intentions os the bon/Lowe/0.

b. It heepz bankelo be good bosses by hetping them undeutand the
needs and goas o6 the empeoyees.
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OPTIONAL ACTIVITIES

1. Interview a bank employee--see the interview guide in the appendix.

2. Play Monopoly--Discuss why some won and others lost.
Discuss the role motivation plays in winning at monopoly.

3. Students who show an interest in the banking industry can be assigned
the project of determining the training they would need to prepare for a
banking career and how they can get this training.

4. Show the movie Why Man Creates, an excellent film on motivation.

STUDENT QUESTIONS (Sample Anzweitz)

1. What are the difficulties that Jerry Dix faces in his job?

SnowttoAm6 luegutak zchedutez-tong detayz

Icy conditionz Vekyktittte banking buzinezz tnanzaeted
Cold tempekatukez Haggting and dick/Ling

2. What motivates Jerry Dix--that is, why do you think he works at a job
that has so many difficulties?

a. He may tike banking, and thLs waz a chance bon a
banking job.

b. He may tike the attention he getz from having a
4tnange job.

c. He tikes the outdoors, and this is a chance to
have a good job and stitt worth outdoot6.

d. He may tike adventuke, and tAis job o66e/14 him
that oppontunity.

e. He may tike to zekve othehz.

6. He may beet that his worth is o6 van.

3. What motivates the bank to conduct business in this remote area?

The manage,t may think the,bank can make money when the akea
becomeh economicatty attve.

4. Why do the Arctic settlements operate on a cashless, barter economy?

Most o6 the people hunt for a tiving and can trade theik seat zfaliz

and Oka for att that good and zupptiez.

What possible changes could occur in the area that would motivate the
people to change to a cash economy?

a. There might be commekciat or goveknment devetopment4 in the akea
that would hike people on a cash baziz.

b. Tomists might biting in cazh to buy co-two/Lk.

c. The people might want item they could not get by trading 6urt4
for them, such az ctothez from a malt order catatog. ;98
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BACKGROUND INFORMATION ON BANKERS

Banking in4titution4 empeoyed atmast 175,000 o66iceA6 in 1970. Women

AepAe4emted about one-tenth o6 the totat. BecauAe o6 the vaAiety o6 4en-

vice4 o66eted by banks, a wide choice o6 caneen4 AA avaitabte 6oA tho4e
who wish to 4peciatize in di66ekent arceas o6 banking.

Examp.ee4 o6 Bank 066iceA Cakeas:

PAesident Con thotteA

Vice PAe4ident Senion 066icen6
TAwst Manage AsAiAtant 066icem
Credit Managua Loan 066icex6
Ca4hiehs Correspondent Bank 066icex

Stanch Manag en I nteAnationat 066iceA

Quati6ying Son Job4:

1. Po4itions are Wed by management thainees on by promoting
experienced ceekical empeoyee4.

2. Cottege -training in 6inance OA a tibeut acts cuAhicutum in-
ctuding accounting, economicA, taw and 4tatistic4 4eAve a4
exceteemt preparation.

3. By gaining expeAience through AummeA emptoyment pugums
o66eted thAough banks.

4. Banks o66en one to 4ix months' training pugAams.

Advancement:

Experience
Abitity

OppoAtunitie4:

LeadeAship
Speciat Study

The numbers o6 bank olgiceAA iA expected .to incuase Aapidty
through the 1970'4 as banking activities expand. SeveAat
thouAand woAkeAs Late be needed annuatey because o6 emptoy-
ment growth and the need .to Aeptace bank o66iceA6 who nett'e

oA die. Many °ther openingA witt ani4e as bank o66icen4
tnan46eA to other type4 o6 empeoyment.
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...reprinted from THE WALL STREET JOURNAL
Issue of January 3, 1974

Instructions: Read the Ottowing

.4toty by Patkick

Wattace.

BLIZZARDS AM DELAYS ARE ALL

IN A DAY§ IsORK

CAMBRIDGE BAY, NORTHWEST TERRITORIES--Folks
in this pioneer town like Jerry Dix's gumption.
Braving snowstorms and other perils of the North,
Mr. Dix flies to isolated, tiny communities like
this one trying to drum up business.

Bank business.
Mr. Dix is a banker, albeit an unorthodox

one. His employer, Toronto's Canadian Imperial
Bank of Commerce, figured a lot of people around
these parts can't trek the 500 miles to its
nearest branch in Yellowknife, so four years ago
the bank decided to fly to them. Mr. Dix serves

as its flying bank branch, taking commercial
airline trips to Cambridge Bay and another
Arctic settlement each month.

Since other banks lack the entrepreneurial
spirit of his bank, Mr. Dix handles exclusively
the banking services for the entire Canadian
Arctic territory. Although such a competitive
advantage would have many bankers rubbing their
wallets with glee, there is one small catch:
Eskimo settlements like the 400-person town of
Cambridge Bay are mostly run on a cashless,
barter economy.

"We don't make any money on the flying bank
because there is hardly any money up there,"
says Mr. Dix, who when he isn't traveling North,
is an assistant manager of the bank's branch in
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Yellowknife. Most of the economy is still
based on hunters trading furs for any supplies

they need."
Indeed, for most residents of this commun-

ity 200 miles above the Arctic Circle, high fi-
nance involves dickering over seal-skins for

supplies and haggling over furs for food. Mr.

Dix and his bank, however, aren't daunted by
such details. "The day this area comes (commer-
cially) alive, we'll have made some good con-
tacts," he explaines.

For the time being, the area rivals such
other garden spots as Siberia and Outer Mongolia.

Nine and a half months of icy weather--where
temperatures hit as low as 70 degrees below
zero--and uncertain air transportation keep the
Canadian Arctic the least developed and least
traveled spot in North America.

None of this, however, prevents Mr. Dix
from making his rounds, though he isn't always

precisely on schedule. On his monthly visits
to Cambridge Bay, Mr. Dix often carries with him
liquor and grocery orders to save some of the
residents here air-freight charges. While such

customer service bolsters community relations,
it does not much help bank business.

On one recent trip here to scare up cash
deposits and loan customers, Mr. Dix netted a
paltry $8,000 in deposits. The only cocktail

bar in town gave him $5,000; the Eskimo Co-
operative which sells art work to visitors who
wander this way handed him $2,000; and govern-
ment workers gave him $1,000. The other bit of

bank business came when a woman,who was moving
south, applied for a bank credit card. No one

applied for a loan, which wasn't unusual. No

one ever has.
Trips to these Arctic trading outposts test

Mr. Dix's fortitude, patience, and company loyal-
ty. "When an airline up here says arrivals and
departures are subject to change without notice,
you better believe it," Mr. Dix warns.

Mark Martin, the Bank of Commerce's former
flying hanker, recalls a winter storm that
grounded his flight at Holman Island in the Arc-

tic. The delay looked so long that a group of
Eskimo hunters invited him to come along on a
four-day seal hunt. (Although tempted, Mr.

Martin declined the offer and slept on the cof-
fee house floor. A day and_a half later, his

flight finally took off.)
After a while, such unexpected delays be-

come routine. On Mr. Dix's recent trip here,
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for instance, his flight left Yellowknife four
hours late. With bad weather threatening, the
plane made an unscheduled two-hour stop at the
Arctic Ocean shore town of Coppermine, where
two Eskimos hand pumped fuel into the DC-3. Th

plane then flew on throughchigh winds and dense
fog and finally landed at Cambridge Bay--12 1/2
hours after Mr. Dix first got to the airport fo
what should have been a four-hour flight.

On his trip back to Yellowknife, Mr. Dix
squeezed on board a charter flight, which was
hauling a two-ton electric generator. At Bath-
hurst Inlet, 200 miles to the south, the plane
stopped to pick up 15 fishermen who had charter-
ed the flight the rest of the way and to unload
the generator. But the airport hadn't a truck-
lift, so Mr. Dix and the boarding passengers
were pressed into service. Three hours later,
the generator unloaded, the plane took off with
15 sweaty fisherman heading for points further
south and one tired flying banker going home.

n9
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QUESTIONS

Please answer the following:

1. What are the difficulties that Jerry Dix faces in his job?

2. What motivates Jerry Dix--that is, why do you think he works at a job
that has so many difficulties?

3. What motivates the bank to conduct business in this remote area?

4. Why do the Arctic settlements operate on a cashless, barter economy?

What possible changes could occur in the area that would motivate the
people to change to a cash economy?

e.V..: --.3
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GLOSSARY

1. Albeit: athough

2. Bolsters: 4uppmt4, encouhageA, uphot44

3. Co-operative: a buAineAA owned by a group and operated bon thea mutuat
benegt

4. Daunted: hetd back by Oak, dacomaged

5. Deposit: to put away bon Aaliekeeping

6. Dickering: bmgaining

7. Entrepreneur: a person who organizes, operates, and azAumeA the AAA lion
a buAineAA

8. Fortitude: Atungth, patience, courage

9. Gumption: AhtewdneAA, 6atclneA4 o6 entekptiAe

10. Haggling: to argue in an attempt to bmgain

11. Unorthodox: not Ottowing tAadition

12. Paltry: wontheeAA at petty

13. Perils: threat o danger on tit,tat6
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UNIT 19

PURPOSE

THE PART CONFLICT PLAYS

IN A BUSINESS OFFICE

The story in this unit tells about the turmoil caused in an office be-
cause of the actions of a few individuals. The unit is designed to help the

student understand:

. the conflict in the story

. how the conflict developed

. how the conflict was resolved

. the importance of understanding conflict in dealing with people

. the duties of a secretary

PROCEDURES

1. Distribute the story "Woman Trouble," the student question sheet, and the

glossary of terms. (The white sheets at the end of the unit)

2. Have the students read the story and answer the questions that follow.

3. While the students complete the assignment,
a. review the story
b. review the sample questions and answers
c. better acquaint yourself with secretarial occupations by reading the

background information sheet
d. review the discussion guide.

4. Discuss the sample questions.

5. Discuss secretarial occupations with the help of the discussion guide.
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DISCUSSION GUIDE

1. Do any of you know a secretary?

Fkom students' answeAs and subsequent discussion devetop a pug& o6
a secketany:

a. Nudes (See/Leta/au aice ogen tequited to take zhotthand, type,
anzwet.phone6, c,2e, greet peopee, make appointments. . )

b. Wonkag haws

c. Draining

2. What secretarial duties have you done?

Take notes, type. nepoit-ts, answer phones, meet new peopee, 6ozeow diAecti.ons

patents and teachem.

3. Which students would like to be a secretary?

Why?

Which students would not like to be a secretary?

Why?

4. How can you prepare to become a secretary?

a. ay to get a patt time job in an oligce.

b. Entott in etasses that help you tnain to be a sectetaky: Fon example,

Engti-sh, math, typewkiting, bookkeeping, 4honthand, and vocationat

education.

5. How would the understanding of conflict help a secretary do a better job?

She can avoid, an treat gagetty, situations that may cause congict.

OPTIONAL ACTIVITIES

1. Interview a secretary. (Guide in Appendix)

2. Have the students interested in becoming a secretary investigate the job

requirements and develop a program of training that would qualify them

for a job. The student can report the findings to the class.

3. Visit an office with the class.
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I STUDENT QUESTIONS

Sample Answers:

1. What was the conflict between the secretaries that caused them to exchange

hot words?

Lay waz angry becauze 4he wuz uazzigned to another job--"She waz
inzutted, 4he could never Live down the pub:tic dizoace, he mum

would be hearttkoken." The job to which Lay was azzigned was 4uppo4ed
to be Rozez. "Raze had been .trained as ztand-in to my Indioenzibte

Peroonat Sec/Leta/1.y, whom 4he had undeutudied ditigentty."

Both were dizappointed and angry. When they met, they .took out that

Ptuattation4 on each other.

2. What caused the conflict to develop?

The chairman 06 the company waz AetiAing and no one knew what to do with
hiz zectetaky.-- "The new chairman might want zomeone quite di66ekent."
It was decided that Lay would upeace the engaged zecketaky.-- "That
zotvez the pitobtem with Lay, zhe can upeace youn redhead. " Thi4 upzet

Lay who 'Sett zhe muz demoted and it upzet Raze who thought zhe muz
cheated out os a promotion.

3. How was the conflict resolved?

The chainman changed hi4 mind about Lay's job change. --"the move KVA
metcety a zuggeztion zubject to LLey'z zatizicaction."

4. How could this situation have been prevented?

.By promoting Lay out oti her job.

.By conzueting with the empeoyeez about decizionz that a66ect them.
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BACKGROUND INFORMATION ON SECRETARIES

The secretary performs may of the administrative office tasks necessary

to every type of organization. Perhaps the most important aspect of a secre-

tary'e job involves communicatingtyping letters and memorandums, composing

routine correspondence, giving and receiving information over the telephone,

securing information from and providing information to clients and visitors, etc.

The ditties of secretaries vary, but nearly aZZ fully-qualified secretaries

perform the following tasks:

. opening and processing mail

. taking dictation

. transcribing dictation from shorthand notes or machine dictation

. answering employer's telephone when he is busy or away from the o0ice

. relieving employer of routine administrative details

. making appointments and reservations for employer

. communicating with clients, customers, and visitors

. recording, filing, and retrieving information

. duplicating or photo-copying records, reports, and correspondence

typing on forma such as invoices, purchase Orders, and others

Some secretaries also supervise other office personnel, gather reference

materials for employer, perform simple bookkeeping duties, and attend meetings

with the employer in order to take notes.

The successful secretary is poised, alert, and even-tempered. The secre-

tary should not gossip about office matters and must not discuss confidential

information. Generally, employers Zook for the following background and

abilities when considering a prospective secretary:

. high school diploma

. secretarial training (post-high school secretarial training may be required)

. ability to use standard English and to spell correctly

. typing, shorthand,and transcription skills

.
experience either as a full-time secretary or as a work-study student

performing secretarial duties.

. good references from previous employers, teachers and supervisoA

Some secretaries specialize in a particular field. For example, a secre-

tary might, with appropriate training and/or experience, be classified as a

legal secretary, medical secretary, or scientific 'secretary.

Secretaries have their own professional organization - -The National

Secretaries Association. Also, by passing a rather rigorous test, a secretary

may become a "Certified Private Secretary."

CUrrently, over 2 3/4 million secretaries are employed in the United States.

Although most of these secretaries are women, male secretaries are found in many

organizations.

The ambitious, well-qualified secretary may advance to the position of

office manager and; with additional training and education, may move into

other management positions.
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REPRINTED FROM "THE ACCOUNTANT"

Issue of July 27, 1972

Instructions: Read the 6ottotang stony.

WOMAN TROUBLE

A high-pitched scream from the outer office
was followed by a rush of footsteps and a
clamour of voices. I made for the door fast.
Was it a fire, a rat, or robbery? Outside, an

ecstatic bevy of typists were pushing, clamour-
ing and hugging, while a couple of accountants
smirked superciliously from the corridor.

Only one possible explanation, of course.
My invaluable private secretary, smiling
radiantly, cheeks red as her curls, was
displaying a dazzling diamond on her third
finger. I said appropriate best wishes, ascer-
tained the probable date of the big day, and
listened resignedly to the hilarity for the
next hour or so.

Later Prinny dropped in. "That's solved

our problem with Lily," he grinned. "When the

chairman retires she can replace your redhead;
timing is perfect; everybody'll be happy!"

Lily, be it explained, has been the chair-
Man's private secretary for many years, and
her future has caused us a lot of worry for some
time past. She's large, gloomy, and persnickety.

So I told Prinny firmly that Rose had been
trained as stand-in to my Indispensible Personal
Secretary, whom she had understudied diligently
and efficiently. He said even more firmly that
the chairman had concurred in the arrangement
just mentioned, so he'd arrange a preliminary
chat with Lily right away.

Just to get down to essentials, I asked
who the new chairman (whoever he was) would
like to select, if not Lily; and Prinny became
uncomfortably evasive while explaining that
the new chairman shouldn't be presented with
a sitting incumbent. Dash it all, he might
want somebody quite different from Lily, more
sophisticated and all that. We'd have tga)
leave the post vacant for the moment.
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This confirmed my suspicion that Prinny
had been planning all along to shanghai poor
old Lily at the first opportunity. I was the

fall guy, my loss was the chairman's gain.
Just before lunch my IPS, her eyes dancing

conspiratorially, peeped in to say that Lily
was having hysterics in the cloakroom, stamping
on the floor and shivering all. over. She'd

been demoted after twenty years, she was
insulted, to be the secretary's PS was a fate
worse than death, her mum would be heart-broken!

The next communique from the battlefront

was more alarming. Violet from Dictaphones
had given Lily a sip of brandy to bring her
round, but it had over-reacted,'- She had
exchanged hot words with Rosp,,herself furious
at being passed over; both of them had exchanged
nasty words with Prinny's PS when that glacial
dignitary had rebuked them; a mirror had
somehow been broken. Lily was in hysterics
again.

The chairman said with dignity that he had
accepted the move merely as a suggestion subject
to Lily's satisfaction; then left hastily to
keep an appointment. Prinny approached the
victim gingerly, and found that hell hath
no fury like a woman scorned. He's been

incommunicado since. Rose, half injured inno-
cent, half indignant rebel, visited me. She

left behind her letter of resignation and a
fragrance of perfume.

My PS, her day spoiled, said it was all
her fault and wept into her typewriter. I can

hardly ask her to return the ring and solve
our problems, can I?
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Please answer the following:

QUESTIONS

1. !!hat was the conflict between the secretaries that caused them to ex-

change hot words?

2. Uhat caused the conflict to develop?

3. How was the conflict resolved?

4. How could this situation have been prevented?
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GLOSSARY

1. Ascertained-to Sind out.

2. Devy-a gimp o6 giAt4.

3. Communique-mwage oh xepoxt.

4. Concurred-Weed.

5. Conspiratorially-having to do With on Auegeating conoiAacy.

6. Ecstatic-oveAwhetmed with detLght.

7. Gingerly-eautlowsty on timidty caAe6ut.

8. Glacial -very cotd.

9. Hilarity-no 4Ay maximent.

10. Incommunicado - without the means on night to communicate.

11. Incumbent-a pennon holding a 4pec1.6ied job.

12. Indignant-gtted with angers mou4ed by something unjust.

411

13. PersnicketyquA4y.

14. Rebuke-cAitieize 4haApty, AepAimand.

15. Shanghai-to take again At one witt.

16. Superciliously-t4ty with pAide, haughty, comtAmptuou4.
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UNIT 20

IDENTIFYING THEME: REVERSAL

OF WORK ROLES

PURPOSE

The article in this unit tells about a family in which the husband
assumes the household duties while the wife works to earn the family living.

The unit is designed to help the student understand:
.the difficulties faced by a male homemaker
.the theme of the sotry
.the status of women in the paid labor force

PROCEDURES

1. Distribute the article ("Soaking Up Life's Goodies"), end-of-article
questions, and glossary of terms (the white sheets).

2. Have the students read the article and answer the questions that follow
it. Explain to students that they should refer to the glossary every
time they come upon a word they don't know. If the word is not in the

glossary, they should refer to a dictionary.

3. While the students complete the assignment:

a. review the story;
b. review the questions at the end of the article and the sample answers

to those quesitons;
c. read the sheet entitled "Background Information on Women In the Work-

ing World";
d. review the discussion guide.

4. Discuss the students' answers to the end-of-article questions.

5.. Discuss the managerial occupation by using the discussion guide on the
following page.

4rN d'1 s)
3
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S
DISCUSSION GUIDE

1. Do you know of any situation in which the wife had to work to support
the family?

a. Why did zhe have to wotk?

b. What kind job did .she take?

2. Is it difficult for women to find good jobs? (See Difficulties Encounter-
ed on the background information sheet.)

3. What kind of jobs are available for women who want paid employment? See

Present Status on the background information sheet.)

4. Is the job situation for women different today from what it was several
years ago? (See Changes Occuring on the background information sheet.)

5. What are the future job opportunities for women? (See Future on the
background information sheet.)

OPTIONAL ACTIVITIES

1. Interview two women: one who works to support a family and one who works
to satisfy other needs. (See Interview Guide in the Appendix.)

2. Have the boys in the class list the typical female jobs and duties that
they feel they could perform. Have the girls list the typical male jobs
or duties that they could perform. Discuss the lists.

3. Pusent this 4itaation to the boys in doss: Shortly after you are
married, a homemaking situation will arise in which you will have to
take on responsibilities for the family. What would you do to prepare
for your homemaking responsibilities? What could you do now to prepare
yourself for this possibility?

Present this situation to the gift-Us in ctass: After you marry, your
husband is seriously injured in an accident and you must go to work to
support the family. How can you prepare yourself now to be the bread-
winner if such a situation should arise?
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STUDENT QUESTIONS

(Sampte AnAcoelus)

1. What is the theme of this article? What does the article tell us about

the kind of work men and women should do?

The idea that the author_ tries to convey is that it isn't
so impontant what job one has, but what is impontant is
how much you enjoy your job. Many peopte appatentty did
not approve o6 Mt. Ettetal*s tote as a homemaker. The author

says "...he endured mane than a Sew /wised eyebrows and
subtte barbs oven the years 6tom 6tiends and tetativez who
thought he shoutd get a. 'teat' job." 'One o6 Joe's intaws
toed his wi6e, "You know Josie, some peopte think Joe is
tazy."

Howeven, Joe neatly enjoyed his new careen. He had an op-

pottunity to na..ae. his son. . ."I wouldn't have missed a

minute o6 it." He became mote sensitive and pensonat quati-
ties such as gentteness and metievtousness began to sunicace.
In spite o6 ate the di66icutties Joe had no tegtetes.

"It brought me ceosa to my wi6e and son." 144 wi6e had no

tegtetz, "He gave my son a wondeque upbAinging, and I Love
it when he's home."

2. Why were the Errera's able. o change roles with so little difficulty?

Etteta was ttained to be a teacher and coact easily go to
work and make enough money to support the iamity.

Eiftelta WO happy to return to work, "I tonged to go back,

. .I'd sit in the bay window and watch the kids with theit
knee socks and plaid bookbags, I toyed teaching."

C.
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BACKGROUND INFORMATION ON WOMEN IN

THE WORKING WORLD

PRESENT STATUS: 1. Mom_ women mytft at foil!, outside the home now than

even be6one.
2. One in ten 6amitiez .Lo headed by a woman who pnovideis

the 4ote 4ounce o6 income.
3. Many 6amitiez now depend on the wi6e4 income to main-

tain a 4atiziactony 4tandand o6 living.
4. Tuditionatty women have wonked at Ouch occupations

a4 zeocetatiat job4, and ceekicat job4, houzekeeping
and waitozzing on tables. However, women aim now
going into a greaten vatitty and number o6 pto6ez4ion-
at job4.

DIFFICULTIES
ENCOUNTERED: 1. Many women matty early and do not compete the pito-

044iona2 training needed to enter many careens.
2. The necezzity o6 dividing e6liottz between 6ami2y te-

zponzibititiez and cakeek development have Onced
women into job4 that can be entered eazity and
eazity exited. The duat note ptayed also tequitez
women to wontt tegatat hours .

3. Stereotyped views (16 women have timited them to cek-

tain cateehz. Women have been con6ined to cektain
becauze o6 pteconceived notions and by teziz-

tance 4nom men.

CHANGES
OCCURRING: 1. Fedetat tegatation preventing damiraxation on the

basis o zex ha4 opened many doors to women.

2. Women are being encouraged to enter the zciencez and
buzinezz management.

3. Secnetante4 and ceekkz are being promoted to higher
pozitionz with inomazez in pay.

4. Emptoyeto now are actively zeatching out women to

4te pteztigiouz job4.

FUTURE: 1. Women can be expected to ptay a target paitt in the

wont?. Once o6 the liutune. Many Vz2d4 that have
pteviourty been e2o4ed au now either open on open-

ing. Buzinezz occupation!, continue to ptovide the
main oppottunitiez bon the Ottowing teazonz:
a. Careen tezponzibitetiez can be eaaey coupled

with 6amity ne4ponsibitity.
b. Secnetalciat, ceekicae, and accounting occupa-

tionz au no tongek dead-end job4, but Lead to
even betters job4.

c. Buzinezzez arse eager to emp'oy women in buzinezz
management pozitionz.
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...reprinted from THE .WALL STREET JOURNAL=
Issue of March 16, 1973

It was a clear August night nearly 18 years
ago. In a Delaware.& Hudson Railroad Co. train-
yard on the outskirts of this Hudson River mill
town, trainmen were putting cars into a freight
house for unloading.

Joe Errera, a husky, 38-year-old brakeman,

411

stood on the front end of one boxcar, testing its
brake. Finding the brake satisfactory, he let
the car roll down the track and prepared to tight
en the brake and stop the car as soon as it met

' the car ahead. But something went wrong. "I kep

tightening it. . .the car never stopped," Joe

;says.
The car smashed into the one ahead and Joe

was hurled onto the ground. His back was severe-

ly sprained.
That injury changed Joe's life. He was neve

able to do strenuous work again. But he carved

out a whole new career for himself--at home doing
the cooking and the cleaning, and caring for his
two-year old son, Joey. His wife, Josephine; a
ninth grade algebra teacher, became the chief
breadwinner, and Joe became a homemaker.

The arrangement was continued through most 1

of the years since the accident, even during a
five-year period when Joe worked nights as a
watchman to earn a little extra money but contin- 1
ued cooking and cleaning during the day. It has- i

n't always been easy. Joe became a male home-

maker long before the era of women's liberation,
and he had to endure more than a few raised eye-
brows and subtle barbs over the years from friends!
and relatives who thought he should get a 'real'

f job.

Even today, of course, the male homemaker re-,
mains_a rarity. The Department of Labor repprtsi

...-1.r

Instructions: Read the iottowing stony

by Liz Gateue.

SOAKING UP LIFE'S GOODIES
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that only 96,000 men between the ages of 20 and
64 were homemakers as of October 1972, compared
with 25.3 million women. And many of the male
homemakers are widowers or divorced men tempor-
arily caring for small children.

There's evidence, though, that more young
couples are at least beginning to share tradition-
al male-female roles. More women are working out-
side the home, and more men, while perhaps not
full-time homemakers, are sharing hoUsehold chores.
Complete role reversal may well become a common
family alternative in the future, some sociologists
say.

But 18 years ago, role reversal was hardly an
alternative at all, especially for somebody who fit
the traditional male breadwinner role as well as
Joe Errera did. Gene Gilchrist, his boss on the
railroad, recalls him as a highly responsible and
enthusiastic worker. "I wish I had 15 like him.
Whenever I'd call--at night, on weekends, on holi-
days--Joe would say, 'I'll be right there.'"

The son of a house painter, Joe had long been
accustomed to hard work. At the age of 10, shortly
after his mother died, he found his first job- -
hawking newspapers. After grammar school and a
year of vocational high school, he signed up with
the Civilian Conservation Corps and went off to a
camp in Oregon--because it was farthest away, he
says--to help put a road through the wilderness.

Later he delivered telegrams for Western Union,
pulled up gooseberry roots as part of a New Deal
cleanup project, worked on an assembly line in a
toothbrush factory, peddled vegetables and worked
as a laborer in,a military arsenal.

But Joe says he adapted easily to the homemaker
role. Personal qualities that had long lain dor-
mant gradually began to surface. Gentleness, for
example. (When Lady, the family's puppy, would cry
at night, Joe would get up and rock her to sleep.)
And meticulousness. (He carefully assembled all of
his wife's family recipes into a handwritten note-
book titled "Josie's Recipes.")

Three years after the accident, with the help
of money from an insurance settlement, the.Erreras
bought a white frame Cape Cod house with a farage
and a spacious lawn, set in a pleasant, tree-lined
neighborhood of Troy. The house became Joe's work-
shop.

He would arise in the morning, darn a baggy
sweater and slacks, fix breakfast for the family,
then kiss his wife and son good-bye as they left
for school. He did the family marketing, fixed
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lunch for Joey when the youngster came home at
midday, then prepared dinner.

Every morning, Joe says, he gathered the
family laundry into a bundle and put it into the
washer. Then he made beds, dusted and vacuumed.
He washed the kitchen floor, cleaned windows and
scrubbed the bathroom.

In the summertime, Joe mowed the lawn, trim-
med shrubbery and planted rows of tomatoes, let-
tuce, watermelons and cucumbers. On hot after-
noons, he oftened wandered through fields behind
his house picking huckleberries for homemade pies.

Perhaps the greatest advantage of being a
homemaker, Joe now says, was the opportujity to
care for his son. "Joey gave me so much pleasure."
he says. "I wouldn't have missed a minute of it."

"He raised Joey, really," says Josephine.
When Joey was a baby, he'd bathe him, change his

diapers and care for him when he was sick. I

wouldn't have known what to do."
While his son was growing up, Joe drove him

wherever he had to go: school, day camp, sporting
events. He coached Joey's Little League baseball
team and taught him how to fish, swim, play ball,
and ride a bike. A playmate of Joey's recalls:
"We were like three little kids playing together."

Josephine has a large, clannish family, and
having Joe around proved to be a boon for it, too.

, Bring down food for an invalid father's dinner?
Sure, Joe would do it. Meet a brother's plane?
Joe would volunteer.

Joe was handy with tools, and he launched
various projects around the house. In 1962, the
year of the Cuban missile crisis, he built a two-
room bomb shelter in his basement. "Joe was ada-
mant about that shelter," recalls his brother-in-
law. "He was always looking for ways to protect
his family."

Though skilled in.his role as homemaker, Joe
faced a problem unique even to the most frustrated
housewife: ridicule. Linda Holmstrom, a sociology
professor at Boston College and author of a book on
the two-career family, says couples who switch
roles adjust far more easily than do their friends
and neighbors. "People in the community can't
understand why so-and-so's husband isn't working.
Society puts a premium on work-parenthood is sat-
isfying, but it can't bring the rewards work can,"
he says.

Joe says nobody has ever criticized him to his
face, but he says he senses subtle ridicule from
time to time. "But I don't care about it," he
says. "I know what I am, and my wife knows, and
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she is happy. It's nobody's business."
Josephine admits, however, that she is hurt

by criticism. "At times many in my family felt he,
was a slacker," she says. "One would drop little
innuendoes like 'You know, Josie, some people think
Joe is lazy. . ."

Indeed, one sister-in-law expresses her opin-
: ion this way: "He's a good man, but I guess I
can't see the arrangement. How many times did he
go fishing when she worked her summers out? Of

course, Joey has pleasant memories of his father.
But the price had to be paid, and she paid it."

Another relative says he can accept the situ-
ation only because of Joe's injury. "That wouldn't
have been my role in life, but if I were disabled,:
I'd work in the house to pull my slack," he says.
"I wouldn't approve in any other case. A man's

job is working, not playing house."
Partly to avoid unnecessary explanations, Jo-

sephine says, she has avoided most social activi-
ties at school. "There are always those people whd
would look down on him," she says.

Instead, the Erreras have centered their
social activities on their home. They like nothing

better than to invite relatives to lavish six-
course dinners, often crowned with three home-made
desserts. They watch TV or sunbathe in their back-,
yard. "We would rather stay home," says Josephine.
"We have everything we want here."

Clearly, the Erreras think their arrangement
has been successful, and they think they know why.'
First of all, they say, Josephine has never thrown;
up to her husband the fact she is the breadwinner.,
She makes a list of items to be bought and bills
to be paid, and hands over her check to Joe. He

alone handles the transactions. "I don't even
want to see the money," she says.

The couple has never had financial problems.
"We've never denied ourselves. We eat what we
want. Our home is paid for. We have a good car
and enough moeny to send Joey through college,"
says Josephine, who earns $13,000 a year.

Moreover, Josephine genuinely wants to work.
She had already gone back to teaching the year be-,
fore Joe's accident. The couple had been tempor-
arily caring for Joey in shifts at that time, and
had been looking for a permanent babysitter. Their
family physician, Dr. Nicholas F. Brignola, says,
"Josephine didn't want to become trapped into being
a complete home woman. After all, why should she
throw away 20 years of education?"

"I longed to go back," Josephine says. "When,
Joey was born, I thought I'd never go back. But
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when September rolled around, I'd sit in the bay 1

window and watch the kids with their knee socks
and plaid bookbags. I loved teaching."

As for Joe's role, she says, "It didn't both-
er me that he was doing woman's work, what I was
supposed to be doing. He held his own and con-
tributed to the home. I couldn't measure in money
what he's given us."

It's hard, of course, to measure a homemaker's'

contribution. But one criterion has always been
how well offspring develop into mature, happy
adults. In Joe's case, his son has been something'
of an all-American boy. As a youngster, Joey play-
ed hockey and pitched for the Little League. In ,

high school, he maintained an "A" average, played .

varsity soccer and was elected president of his
senior class. Today's he's a sophomore at Rensse-
laer Polytechnic Institute in Troy, preparing for
medical school.

Like many other homemakers, Joe a few years
1 ago took a stab at stepping out of the home. He
got a job as a night watchman, reasoning that the
work wasn't strenuous enough to aggravate his back,
and with Joey nearing college age the extra income
would be handy.

The move suprised his family. He still cook-
ed and did the major cleaning chores, but Josephine
missed him so much that he would have to call her
several times each night from work. Joey found
that all the things he and his father used to do
together had to be crammed into a Sunday afternoon.

"If it was up to me, I would have told him
not to take the job," says Josephine. "We were

making out. Besides, he had had a hard life. It

was his turn to have something done for him."
Then Joe discovered he had a heart condition.

One afternoon in the summer of 1971, while mowing
the lawn, he felt faint. His doctor prescribed
pills. A few days later, he became ill again and
drove to a hospital.

With Joey away at college (He was then at
school further from home), Josephine was left a-
lone to drive home and fetch Joe's toothbrush and
pajamas. But she hadn't driven in 20 years.
Where were the car lights, she wondered. Where
was the ignition keyhole? Joe had to explain.
"I don't know how I made it home," she says.
"Those roads. . .I was swerving all over."

She soon realized how dependent she was on
Joe in other ways. The family marketing, for ex-

f,Imple. Joe had always done it. Now, what to buy?
He had her so dependent on him, she didn't even
know what cuts of meat to pick up at the super-
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market." says one of her sisters.
Joe, now 55, has since quit his job and con-

tinues to recuperate at home. He is deeply re-
ligious and spends much of his time in religious
study. On doctor's orders, he says he'll never
return to work. He has tried to resume some of
his homemaking chores, but finds them something
of a burden. "I really enjoyed doing those
things," he says. "I've tried to get meals go-
ing even now. But it's better if I don't. I

never know when this condition will start up a-
gain. And if I feel bad, my wife feels bad."

Looking back, the Erreras say they haven't
any regrets. "I don't think I would have changed
anything." says Josephine. "He gave my son a

wonderful up-bringing. And I love it when he's
home.

"Things always happen for the best, I be-
lieve," says Joe, musing on his railroad accident.
"It brought me closer to my wife and son. And it

proved that my wife really cared."
Indeed, says Dr. Brignola, the family phy-

sician: "Joe soaked up all the goodies of life."
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QUESTIONS

Please answer the following questions:

1. What is the author trying to tell us about the kind of jobs men should
have?

2. Why were the Errera's able to change roles with so little difficulty?

'7'4'elt
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GLOSSARY

1. Adamant: unyietding,

2. Arsenal: a ptace lion making on stoning weapons

3. Barbs: sharpness, sting

4. Clannish: tending to associate ctosety

5. Dormant: inactive, inopenative

6. Hawking: to advettise on peddle in the stneets by shouting

7. Innuendoes: an .indirect nematk.

8. Lavish: a generous giving

9. Meticulousness: extumety caneliut

10. Premium: an additionat Aewaitd

11. Recuperate: get wed again

12. Ridicule: making someone the object o6 taughtet, to make bun ob

13. Strenuous: kequirring great elitiont

14. Subtle: hand to detect
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APPENDIX A

INTRODUCTION

The activities in this appendix are designed

to provide a means by which students may examine

personal beliefs, attitudes, values, and goals.

Each section may be given to students as a packet

or broken down into individual activities.

While working with this appendix, keep in

mind that there are no right or wrong answers.

The sole purpose of the activities is to provide

students with an opportunity to evaluate themselves

in a nonthreatening atmosphere.
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TEACHER GUIDE

SECTION I

VALUES

A value is a belief. It is part of our internal logic system that

determines the concept that we have of ourselves and others. A value is

nonjudgmental in itself in that it is primary to the information system

that we learn through socialization and personal experiences.

Just as each person's, behavior differs from that of others, so do

our values. Although some values, such as honesty and good health, are

universal, other values may change due to individual growth or changes in

society.

The activities in this unit are exploratory in nature and are designed

to help students develop personal awareness.

During class, have students read the handout, "Values and You," and then

guide a discussion on the implications of valuing. It should be brought

out that it is easy to understand our behavior and goals after we have iden-

tified and analyzed our value structures. Maintain a nonjudgmental atmosphere

in the classroom. Tell students that there are no right or wrong answers to

the questions listed on the activity sheets.

Optional activities for discussion or class projects are listed on

page A-5 of this section.

A-1
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STUDENT HANDOUT

VALUES AND YOU

The activities in this section are designed to help you examine the

traits and values which make up your personality. It is important for you

to remember that there are no right or wrong answers to the questions and

other exercises listed on pages A-3 and A-4 and that honest answers will

allow you to realistically see your whole potential.

Part of being an individual is that you are different; and because you

are different, you will respond to the activities in ways that are uniquely

your own. Some of your answers will be similar to those of your friends;

but if the career choices, family backgrounds, and personal experiences of

all of you are not the same, many of your answers will differ.

Definition of a Value:

A value is a belief. For example, the decision to use returnable or

non-returnable bottles is based upon the values we place on ecology.

We are not born with values, but it isn't long afterwards that we

begin to develop values. We develop values about education, recreation,

work, and so on, from our parents, friends, brothers, sisters, teachers,

politicians, and many others. We also learn about values from our own ex-

periences. Some values change as we grow older. Many young children feel

that their family and friends are most important to them; during later years,

they may value independence more highly.

During class discussions and as you complete the exercises in this

section you should find that your values determine what you think of your-

selves and others and that they play an important role in the decisions you

must make every day.
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STUDENT HANDOUT

VALUE SALE

If you were given $200 and were asked to buy those things that are

most important to you, which of the following items would you buy? Fill

in the amount of money that you would spend on each item. Write a "0" on

the line opposite an item which is not important to you. You may fill in

as many blanks as you desire, but you must spend your full $200.

To be a president

To be a professional sports player

To have a beautiful home

To have faith

To be the wealthiest person in the
world

To be attractive

To have a good body build

To care for others

To be happy with yourself

To have a perfect romance

To help others

To have a close family relationship

To have close friends

To have the profession of your choice

To be your own person

Other:

An item may represent different values to different people. On the

lines below, list the items you have purchased and match them with a value

you think they represent. For example: president--power; romance--love:

Remember, there are no right or wrong answers.

1.

2.

3.

4.
.r.,4-tra.;. era

5.
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STUDENT HANDOUT (continued)

6.

7.

8.

9.

10.

QUESTIONS

1. Are there any items that you did not want to buy? Why not?

2. How hard are you willing to work for the items you selected?
How would you go about getting them?

0
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TEACHER GUIDE

OPTIONAL ACTIVITIES

1. CLASS DISCUSSIONS-

a. Have students discuss how values have changed in our society. For

example--athletics, women's roles, job discrimination, age, sex,
male-female work roles, etc.

b. Have students watch TV, read papers and magazines, and bring to class,
for discussion, any articles that they find which are discriminatory.

c. Have students list and discuss the values which are important to the

job they are studying.

d. Choose descriptive pictures out of books or magazines and ask the

class what values they represent.

e. Have students discuss how they each have values and how these values
affect what they say and do. This may extend to ideas which they may
have about critical issues such as war, crime, advanced age, etc.

2. CLASS PROJECTS

a. Have each student write, on a slip of paper, the name of an animal
which they think best represents the values which they hold, and then

list the values. If students approve of this activity, have members
of the class use separate slips of paper to match each of their class-
mates with an animal. Caution students that they are not to discuss
their impressions with each other, and they are not to be vindictive.
Tell them, also, that the comments which they write will not be dis-

cussed in class and will be distributed to each of them in a sealed

envelope.

After students write their impressions of each other, sort, and
distribute the comments to students in sealed envelopes.

b. My Values--Guide a class discussion as to the values students think

an individual should have. As they are given, list the values on
the chalkboard so that group consensus can be established. Make and

project a transparency of Figure 1 (shown on the next page) and ask

students where they would place the first value on this picture. Use

a grease pencil to write the value on the designated place. Ask where

they would place the second value and write this value on the figure.

Continue the process until all values have been placed.

A-5
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go
TEACHER GUIDE

S E C T I O N I I

SELF AWARENESS

The activities in this section are designed to help students become

more aware of the characteristics that make up their personalities.

In the first activity, page A-8, students are asked to check the

traits that they see in themselves. After students have completed the

Personality Trait Inventory, encourage them to review the items they have

checked and to use these traits to describe their personalities.

In the second activity, page A-9, students are asked to answer questions

about the types of persons they are and the types of persons they would like

III
to be.

The third and last activity of this section is a transactional analysis

exercise. This exercise is designed to focus on the life positions estab-

lished by Thomas Harris in his book, I'm Okay, You're Okay. The purpose is

to acquaint students with the four life positions defined by Dr. Harris and

to help them analyze certain situations in their own lives according to the

life positions. Ideally, people should function in the I'm Okay, You're

Okay position, but many situations do not promote this atmosphere. This

exercise will allow students to become aware of what positions they are

working from in their own lives. These positions are not absolute. Individ-

uals can change their life positions when they are aware of themselves.

Z.3:33
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Student

PERSONALITY TRAIT INVENTORY

Many traits make up your personality. It is the combination of these

traits that gives you your own unique personality. The following list of

traits are characteristics we all have to varying degrees. Check those

traits that you see in yourself. There are no right or wrong answers.

Likes to make people laugh

Likes to invent things

Likes to make up things

Likes to disagree

Likes to work with others

Likes to start new things

Is willing to wait for other people

Cares about others

Enjoys music

Is willing to listen to other people's ideas

Likes to work by yourself

Likes to do as many things as possible

Likes to meet people

Likes to participate in sports

Likes to compete with others

Likes to study

Tries to understand other people's feelings

Enjoys being with different types of people

Likes to make good grades

Look over the traits you have checked and try to summarize your personality

in two or three brief sentences.



Student

M E

We are all different -- yet we have similarities.

Have you ever taken time to think about yourself? Have you ever asked

yourself what kind of person you are and what kind of person you would like

to be? Take time now to think about yourself by answering the questions below:

1. Is it important for you to be like everyone else? Why?

2. Is it important for you to be different than your friends? Why?

3. What kind of pe.son do you want to be?

4. Is the kind of person you want to be the kind of person you are?

Why?

5. What would you have to do to be the kind of person you want to be?
Is this a realistic goal for you?

6. What are the things you like most about yourself?

7. What are the things that bother you most about yourself?

8. In what ways do you think the answers to questions 6 and 7 will affect

you in your job choice?

9. In what ways do you think the answers to questions 6 and 7 will affect

your personal life?

10. To you, what does satisfaction mean?

11. To you, what does success mean?

12. How do you think the answers to questions 11 and 12 will affect your

career choice?



Student

TRANSACTIONAL ANALYSIS

The following list of life positions* has been created to help you

understand the roles people play. Each position stands for the way we

see others in relation to ourselves.

Life Position

1. I'm Okay - You're Okay

2. I'm Okay - You're Not Okay

3. I'm Not Okay - You're Okay

4. I'm Not Okay - You're Not Okay

Show how you see your relationships with the others listed below by

writing the life position number that best describes your feeling about each

relationship.

Example: 1 O. How you get along with your best friend

How you get along with your parents

How you get along with your teacher

How you get along with your classmates

How you get along with your counselor

How you get along with your family

How you get along with your neighbors

How you think the teacher feels about you

How you think your family feels about you

How you feel about she police

How you feel about school in general

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

* Positions were taken from the book I'm Okay, You're Okay, by Dr. Thomas

Harris.

A-10
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TEACHER GUIDE

SECTION III
DECISION-MAKING

There are many different criteria for decision-making, yet the processes

remain the same throughout. This unit will aid the student in gaining a better

understanding of the decision-making process. The decisions students make

daily will likely be better if students replace a haphazard decision-making

process with a more rational process. Point out to students that there is a

distinct difference between making a decision and delaying a decision and that

each of these possibilities have certain outcomes and consequences. Emphasize

to students that

...they can learn to make better decisions.

...they can change their decision (it's okay)

...they may postpone some decisions.

...the best decision for one situation may not be the best for

a similar situation.

...everything they do, every minute they are awake involves a

decision of some kind.

...decisions are based on values, goals, background, experiences,

influence of others, etc.

Several activities are provided in this section to help students become

familiar with the decision-making process.



Student

DECISION-MAKING FORMAT

Think of a problem you must solve or a decision you must make in the

near future. The following are steps to help you become more aware of the

decision-making process. Follow these steps in solving your problem.

1. Name the problem to which you need to find a solution.

2. List as many alternatives as you can think of to solve the problem.

3. State your decision by selecting from the alternatives listed above.

4. Give the reason for your choice.

5. State all the consequences (both positive and negative) that you

can think of for your decision choice.

6. Evaluate your decision choice.

7. If you could change your decision choice what would it be? Why?

A-12
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DECISION-MAKING

1. What do you think is the most important decision you have made

in your life? Why do you think that it was the most important

decision?

2. Were you happy with your decision? Why?

4 . What are the three (3) most important decisions you think you

will make in your lifetime? Why?

4. Do you think that it is important to think about your future

decisions now? Why?



Student

CONNIE"S STORY

I finished my eye make-up and looked at myself in the mirror.

"Not bad," I thought. I always try to take care to dress in style and

to be attractive, but not to be too fancy. My make-up is just right

for my features because my older sister, who is a beautician, showed me

how to do it best for me. So many of my friends use too much or none

at all or don't use it to accent their features to be as pretty as

they could be. Not that I'm a raving beauty, but I'm not ugly either.

I think being healthy makes alot of difference in the way you look.

Sometimes I think my eyes are too close together or that I might be too

fat or too skinny or not shaped right. Sally, my sister, said she thought

that when she was thirteen too, and she says everyone does, even adults.

Still I wonder sometimes if I'm not the only one in the world that feels

this way. I guess I like myself most of the time.
My friend Melinda is a grouch most of the time. There really isn't

anything wrong with her except the way she sees herself. If she would just

be OK with herself she would be OK with others I guess. It's not

like she has a chip on her shoulder,its more like she thinks everyone

else does. It would be easier to be friends with her, anyway, if she

weren't so uptight.
It's almost time to leave for Hillside Park for the dance, and I

don't want to be late as Jane and Karen are waiting for me. They are

my best friends and we really enjoy just hanging around together. Some-

times parents don't understand that we aren't getting into trouble

just because we don't have something special to do, though.

This is what happened one of those times. Mom and Dad were both

sitting in the living-room when I came to say good-by. First mom jumped

me with her question, "Where do you think you're going? Who are you

going with?" Practically before I could answer, Dad piped in saying

"Why do you have all that junk on your eyes? Your pants are too tight!"

Before I knew it we were in another big fight, until finally mom said

I could go.

"I just don't think Connie should go out so often."

"Well, Bill, she does behave nicely most of the time and she

takes care of her work around the house. I'm ashamed that I asked her

those things in a suspicious and angry way. I think I should know where

she is going and who she's going with, but I don't need to ask

in that way. I'm just worried. But there are a lot of things that could

happen to a girl."
"To a boy, also. When I was young, my father was always afraid

that I would get hurt so he hollered at me when I wanted to go out.

I guess I just passed that on to Connie."
"Maybe we could try a little harder to not react so quickly to her."

"I still wish she would ask us instead of telling us what she was

going to do. If we could say that to her without a hot battle, we

could have alot more smiles around here."



Student

CONNIE'S STORY CON'T

"We don't try. Lets promise ourselves not to get angry and really try

to talk with Connie so all of us know where we stand."

I went to the park to meet Karen and Jane. They asked me why

I was always late, and I told them the same old story. Jane said that

she had a hassle at her house also, but Karen never seemed to have problems

with her parents.
She said, "Yeah, well I do have hassles sometimes, but we get along

pretty well. One thing I found that seems to help that I didn't know

before when we always fought, was that now I ask in advance, if I know soon

enough, so they don't have to decide right that instant. I do my work

around the house and we sit and talk about things. Mom and Dad ask some

dumb questions sometimes, like about boys and dope and things, but I

try to be honest with them. I think they trust me. Do your parents

trust you Connie?"
"I don't think so but they should. I never get in trouble, so why

shouldn't they?"
"Mine don't trust me," Jane said, "And I haven't been a problem for

them either!"
Karen smiled and said:

I

I don't think I can promise you it will

work, but you could try just being straight with your parents, and even

if it sounds wierd to say it, I tell them I love them, and I mean it. I

try to act grown-up so they treat me like that. You should at least

try being different with them--more often anyway."
I don't know whether Karen was for real or not, but it would be a lot

easier than hasseling. Mom and Dad will think I'm trying to trick them

I bet, but maybe I'll try.
We talked about the band and then went to the pavilion to dance.

It would be great if things could change.

DISCUSSION TOPICS

1. Do you have feelings about the way you look just as Connie does?

How do you settle them?

2. How can you help a person be more comfortable with himself?

3. If you sometimes have problems in dealing with your parents, do

you think it is because no one really tries to be honest with each

other? Explain.

4. What does Connie's father mean when he says he "passed that on to Connie"?

5. Do you think that you try_ to be understanding?

6. Do you think you go out enough? How much is enough? How much is too

much? Explain.

7. What does freedom mean to you?

8. What responsibility do you have to others? to yourself?

9. Do you feel that you have too much responsibility or not enough? Why?

10. Are clothes, make-up, and cars, important to you? Why?
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Student

CONFLICT RESOLUTION

Conflict occurs when we have to make a choice between two or more

different things. The difficulty of the choice affects how easy it is

to resolve the conflict.

Examples of conflict:

1. Do I want ice cream or pie for dessert?
2. Do I want to go out with my friends or with my family?
3. Do I want to accept a late date or study for a test?

We all encounter conflicts in our lives but many of us are not aware

of what is causing the problem. Let's analyze some of the conflicts that

we face from day to day. Conflict is always easier to resolve when we

identify the problem and the alternatives available.

Student Activity

Place a check to identify problems you often encounter:

1. What kinds of conflicts do you have:

school

family

friends

religion

boyfriend, girlfriend

social activities

work

money

2. Do you feel that you are resolving these conflicts in ways that
make you feel good? Yes No If not, why not?

3. Have you identified the real problem? What seems to be causing

the majority of your conflicts?

,..011,
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TEACHER GUIDE

OPTIONAL ACTIVITIES

1. Discuss with students the large number of decisions each of us make in

one day. Have students keep a record of decisions made for one day, no

matter how large or how small the decisions are. The following day, each

student may tell how many decisions he or she made and tell what some of

the decisions were.

2. Have students read a paper, book, magazine, interview, etc., concerning

a critical or controversial issue that is relevant and important to them.

Have them use the "decision-making format" described in this section to

work through the decision-making process.

3. Have the students read a biography or autobiography of their choice. Ask

them to make a list of three (3) or more decisions that the person described

in the book made in his lifetime. Have students tell what the person saw

as his most important decision. Note: Important decisions to one may not

be important decisions for someone else.

4. Discuss decision-making in terms of values. Values influence decisions.

For example, "Should I buy a fancy status car or an economy car?" Economy

vs. status in a value, and your values in this area will influence your

decision concerning which car to buy.
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TEACHER GUIDE

SECTION IV

CAREER AWARENESS AND WORK VALUES

Students should be made aware that values play a great part in attitudes

about job success and job satisfaction. Ideally, one might have a high degree

of both job success and job satisfaction; however, this is not always the case.

The continuum below reflects the various job satisfaction-success situations

possible:

High job satisfaction and high success
High job satisfaction and low success

Low job satisfaction and high success
Low job satisfaction and low success

Point out to students in discussion that an unpleasant type job may be

quite well-paying and that some people may be happy doing this type work even

though it does not fit social definitions of success. For other people, working

conditions and the type work they do are more important than monetary rewards.

The activities in this section are designed to help students begin to think

about their work values and to begin asking themselves in what types of careers

they will be happy.

0:,11
...1..ztx

A-18



Student

WORK VALUES

Select five work values especially important to you and list them in

their order of importance. Tell why each work value is important to you.

Work Values Work Values Especially Important to me:

Salary 1.

Praise

Job Satisfaction 2.

Job Success

Location 3.

Fringe Benefits

Distance from Home 4.

Work Hours

Flexibility on the Job 5.

Promotion Opportunities

Status

Power

Diversity of the Job

Challenge

Adventure

Do the values you have selected match the values of the job you might be

interested in? Which ones do? Which ones don't? Will this make a difference

in your career selection? Why?

6..;
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Student

WHAT WOULD I LIKE TO DO?

1. If you had to make a career choice at this time, what would your first

three (3) choices of a career be? Why?

2. What things would you have to do to enter these careers? (Include dis-

cussion of education, training, etc.).

3. What characteristics do you feel you have that will help you to be

successful in these careers? Why?

4. What characteristics do you think will hinder your success in these

careers? Why?

5. Do you think that you can develop the skills and knowledge needed for

these career choices? Why?
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Student

JOB CHOICE

Match the following list of occupations with job characteristics. You may

put as many numbers per item as you feel fits the occupation.

electrician 1.

doctor , 2.

farmer 3.

accountant 4.

scientist 5.

banker 6.

laborer 7.

teacher 8.

nurse 9.

secretary 10.

policeman 11.

plumber 12.

receptionist 13.

brick-layer 14.

sculptor 15.

musician 16.

clerk 17.

helps others

makes a lot of money

dresses nicely

works with people

works with their hands

does physical labor

works alone

supervises people

works with figures

does research

works to better mankind

sets own working hours

is creative

has a head for facts

has to be able to write well

uses logic and decision making

demonstrates leadership ability

Do any of the occupations listed above interest you?

Which ones?

1.

2.

3.

4.
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Student

MY CAREER CHOICE

1. My three (3) career choices for a career at the beginning of the year

were:

(1)

(2)

(3)

2. My three (3) career choices now are:

(1)

(2)

(3)

3. My choices now are the same as or different from before because:

4. The things that helped me most in the career education course this

year were:

5. The things I liked most about career education were:

A-22
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GUIDELINES FOR CONDUCTING FIELD TRIPS

The field trip can be exciting and a valuable learning experience
for students. By actually seeing and talking with people at their jobs,
students begin to get a realistic view of occupations, including the
work performed in those occupations. A well-planned and well-organized
field trip will bring to life for students the knowledge that they have
acquired through in-school career education activities. The following
guidelines were prepared to make it easier for you to plan and conduct
a field trip and to plan your post-field trip activities. A Field Trip
Checklist is provided on page B-3.

PLANNING GUIDELINES

Initial Planning

1. Obtain tentative permission from your school principal for the trip.

2. Decide with students the purpose of the proposed field trip. Discuss

with students the reason for taking the trip. Be sure to Zet students
know that the trip is only tentative until permission has been secured
from people from the site to be visited, from t1e principal, and from
parents.

3. Select with students the site to be visited. Decide also upon alter-
native sites in case permission is not granted by people at the first-
choice site.

4. Contact the site to be visited to secure permission to visit. Explain
the purpose of the trip, the number and average age of the students who
will visit, and the type of information students wish to receiveinclud-
ing the types of things you would like students to see. Caution: Students
are not ZikeZy to comprehend too much information or adequately internalize
their experiences if you try to cover too much in one trip.

5. Obtain final, written permission from your school principal for the trip.
A sample permission form is shown on page B-5.

6. Obtain written permission from parents to take students on the field
trip. A sample permission form is shown on page B-6.

7. Notify teachers of students' other classes and, if necessary, have
students obtain permission slips from teachers whose classes they will
miss.

8. Arrange adequate transportation for the people going on the trip. If

district insurance allows, students may be carried in private cars;
however, a school bus generally offers a more practical method of
transportation since all students will be in one group and the adult
leaders will not be required to drive.

9. Encourage parents to come along as adult leaders. The adult leaders
should be told the purpose of the trip and should be given--in writing7.:
a schedule of events and a Zist of their duties during the trip. ...I 0
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Student Orientation

10. Discuss again with students the purpose of the trip and --

. Explain how transportation, meals, and time schedules will be

organized.

. Explain safety precautions and the behavior expected of students
during the trip.

. Answer any questions the students have concerning the trip.

11. Encourage students to tell what they expect to see or learn on the

trip. Make a list on the chalkboard of the things they name.; save
this list and review it after the trip is complete.

12. Provide students with references that describe the organization or
the type of organization, business, or industry to be visited.
Discuss the information in these references, including the type of
work students are likely to see performed while on the field trip.

Conducting the Trip

13. Make sure that all students can see and hear during the trip. It

is your responsibility to ensure that aZZ students get as much as
possible from the field trip experience.

14. Ask leading questions of the on-site persons who are being observed
(where possible) if the students do not ask questions. Students may

be shy about asking questions of adult strangers. Thus, you may break

the ice by asking questions. Be sure students have opportunity to

ask questions or talk about what they see during the trip.

Post-Field Trip Activities

15. As soon as possible after the trip, discuss with students what they

learned on the trip. Some sample discussion questions are shown on

page B-4. Refer to students' pre-trip expectations. (See item 11 above.)

16. Evaluate the trip. How did the trip benefit the student'? To what

extent did it accomplish our objectives? You should keep a log of

field trips (including name and telephone number of your contact person
at the site) for information in planning future trips. The log should

contain a brief evaluation of the trip and suggestions for changes in

procedures--if deemed desirable--on the next trip.

17. Send letters to your contact person at the site visited and to the

adult leaders thanking them for their help. The letters might be

prepared and signed by the students.
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FIELD TRIP CHECKLIST

This check list is designed to help you remember to take all the
necessary steps in planning, conducting, and following-up your field trip.

BEFORE THE TRIP Check when complete

1. Obtain tentative permission from principal

2. Discuss with students the purpose of the trip

3. Select site to be visited

4. Obtain permission from site to be visited

5. Obtain written permission from principal

6. Obtain written permission from parents

7. Notify other teachers of students (if necessary)

8. Arrange transportation

9. Arrange for additional adult leaders

10. Discuss again with students the trip's purpose

11. Discuss with students all arrangements

12. Discuss with students safety precautions
and behaviors expected while on trip

13. Encourage students to tell what they expect
to see or learn while on the trip

AFTER THE TRIP

13. Discuss the trip thoroughly

14. Evaluate the trip and enter in a "field
trip log"

15. Write and mail thank-you letters
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SUGGESTED DISCUSSION QUESTIONS

for

POST-FIELD TRIP DISCUSSION

1. What different types of occupations did we observe on the trip?
(List on chalkboard.)

2. (Ask the following questions concerning each occupation.)

.What are the principal duties of the people in this occupation?

.Are most of the duties of the person in this occupation people
oriented, product oriented, or idea oriented?

.What are the working conditions like for people in this occupation?
(e.g., crowded, safe, noisy, pleasant, etc.)

3. What did we learn from this trip that we didn't know before?

4. Did any of the occupations especially interest any one of you? If so,

in which occupation were you especially interested? Why did it especially
interest you?

5. What are the advantages of each occupation we saw? The disadvantages?

6. Was the trip worthwhile? Why?

7. How can a field trip such as this one be improved?

.--. ..... il
e.. ..)'.3
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SAMPLE SCHOOL PERMISSION FORM

Junior High School

(Teacher/Supervisor) Sponsoring Trip (Date)

(Group) (Number)

(Destination)

(Purpose)

(Date of Trip) (Leave Time) (Return Time)

(Means of Transportation)

(Insurance Coverage)

(Approval)

(Date)

No

Yes

Type:

:234
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WIPE PARENT PERMISSION SLIP

Dear Parent:

A field trip is planned to

by

Junior High School

(Class/group)
for the purpose of

time)

on from to
(Date) (Departure time) (Return

Means of transportation:

Type of Insurance Coverage

If your son/daughter has your permission to participate in this trip,

'please complete the slip below and return it to me by

(Teacher/Supervisor) Sponsoring Trip (Date)

(Date)

has my permission to visit

(Place of trip)

on

(Date of trip)

from

(leave)

to

(return)

(Parent's Signature)
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INTERVIEW GUIDELINES

An excellent way to provide students with accurate information
about various occupations is to have the class interview employed

workers. The following procedures are suggested for arranging and
conducting class interviews:

PROCEDURES

1. Pre-planning

a. Invite a guest interviewee to the school after receiving approval
of his or her employer. Tell the interviewee not to prepare a

speech.

b. Discuss with students the occupation of the person to be inter-

viewed. Prior to the day of the interview, students should suggest
questions to be asked of the interviewee, with the teacher or a
student writing the questions on the chalkboard. Have each student

copy the list on note paper, adding others that occur to them.

Students should have their lists of questions before them at the

time of the interview.

c. Stimulate student interest by asking students to tell beforehand
how they think the employees will respond to questions such as:

--What activities do you perform in a normal day?

--What do you like, dislike, about your job?

2. Activity

a. Introduce (or ask a student to introduce) the guest, giving his

or her title and organization. Write this information on the

chalkboard.

b. Ask interviewee to answer questions briefly and honestly, explaining

that any question may be rejected merely by saying "Next question."

c. Students conduct interview by asking the employee questions from

the prepared list. The teacher does not participate in the question-
ing nor add to the answers except to paraphrase an ambiguous or
inexplicit statement or make it loud enough for all to hear (always

asking, "Did I correctly repeat what you said?"). The teacher must

refrain from reaction, comment, or interpretation, even if the

employee's answers conflict with every principle and practice the

teacher has ever taught. For this reason, no single interview will

completely accomplish the purpose of this activity.

C-1
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d. When the class has no further questions, thank the interviewee.

FOLLOW-UP

1. Have the class send a letter of appreciation to the interviewee and
a copy to his or her immediate superior.

2. Suggest to students that they keep a private log of "surprises"
resulting from the interviews. Students should not comment on
or criticize the interviewee.

3. At the end of the year, students should consult their notes on the
interviews and their logs of "surprises," and evaluate the series
of interviews. Point out that every individual job, including those
the students have not learned about, have unexpected aspects, but
together they give a true picture of business employment.

RELATED ACTIVITY

Set up an interview or series of interviews with the employer(s) of
one or more of the interviewees so that students can compare the employer's
vs. the employee's version of what the boss expects, what the employee's
duties are, and how well the employee performs the duties.



SAMPLE INTERVIEW GUIDE

1. What schools did you attend?

2. Did you graduate? Drop out? When?

3. What was your first job?

. How did you get it?

. What did you like best about it? Least?

. How long were you there?

. Why did you leave?

4. What was your next job? (Same questions as above. Repeat for all
subsequent jobs.)

5. Regarding the present job, ask:

. What time did you go to work this morning?

. What was the first thing you did?

. How long did that take?

. What did you do next? (Repeat through the entire day.)

. Did you do anything yesterday that was different from what you did
today?

. How about the day before yesterday? Last week? Last month?

. What else do you do on your job?

. Of all these duties, which ones take most of your time?

6. What is the usual range of starting salary in jobs like yours?
What kind of pay increases can be expgcted?

7. What kinds of benefits does your job offer in addition to salary?

8. What qualifications do you need to get the job?

. Age? .Other physical characteristics?

. Marital status? .Licenses?

. Sex? .Unions?

. Weight? .Tools?
. Language skills?
. Apptitudes?

9. What minimum training and preparation are required? What is the
length of training? What is the cost of training? Is any part
of training paid by employer? What are the approved schools?

10. What is the ratio of supply to demand for workers in your field?
What is the outlook for future employment? For advancement?
What other kinds of jobs can your job lead to?
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11. What are the hours of work? Do you work overtime? Evenings?

Sundays? On holidays? Does your job involve after-work requirements?

12. Is the work steady or seasonal? Are there any health or safety
hazards? What are the prospects for marriage through job-related
contacts?

13. How well do you get along with your superior?

14. How well do you get along with people who work under your direction?

15. What do you like or dislike about your job?

16. What kind of personal satisfaction do you get from your job?

17. How does your work contribute to the production or success of the
organization?

18. Do you think there is anything we should have asked that we didn't?
Is there anything you want to ask us?
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